
 
 
 

CITY OF LOS ANGELES 
DEPARTMENT OF CULTURAL AFFAIRS 

 
REQUEST FOR PROPOSALS 

 
FOR  

 
PROGRAM PARTNER 

 ARTS ACTIVATION FUND 
 



 
 

CITY OF LOS ANGELES 
DEPARTMENT OF CULTURAL AFFAIRS 

 
REQUEST FOR PROPOSALS 

 
PROGRAM PARTNER  

ARTS ACTIVATION FUND 
 
 
 

Date Request for 
Proposals (RFP) Issued: 

September 21, 2018 

Title: Department of Cultural Affairs Program Partner, Arts Activation 
Fund 

Description: The Los Angeles Department of Cultural Affairs (DCA) seeks to 
qualify the best small business and cultural events incubator to 
co-manage its award winning Arts Activation Fund Program 

Website Address: http://labavn.org 

Proposers must register on the Los Angeles Business 
Assistance Virtual Network (LABAVN) before they can access 
the RFP and updates.  

Term: Not to exceed three years 

Proposal Due 
Date: 

October 12, 2018 at 7:00 p.m. PST 

Proposal Delivery 
Address: 

Proposals will ONLY be received online at the following web 
address: https://culturela.slideroom.com 

Contract Administrator: Ian-Julian Williams  
ian.williams@lacity.org 

 



 
 

TABLE OF CONTENTS 

 
1. INTRODUCTION ..................................................................................................................... 1 
2. GENERAL INFORMATION ..................................................................................................... 2 

2.1. Proposal Format and Submission Requirements ............................................................. 2 
2.1.1. Online .................................................................................................................... 2 
2.1.2. Authorized Signatures ........................................................................................... 3 
2.1.3. Information Requested and Not Furnished ............................................................ 3 
2.1.4. Proposal Errors ...................................................................................................... 3 
2.1.5. Waiver of Minor Administrative Irregularities ......................................................... 4 

2.2. Cost of RFP ...................................................................................................................... 4 
2.3. Proposal Due Date ........................................................................................................... 4 
2.4. Late Proposals .................................................................................................................. 4 
2.5. Withdrawal of Proposals ................................................................................................... 4 
2.6. Americans With Disabilities Act ........................................................................................ 4 
2.7. Award of Contract ............................................................................................................. 4 
2.8. Rejection of Proposals ...................................................................................................... 4 
2.9. Proposal Protest ............................................................................................................... 5 

3. GENERAL TERMS AND CONDITIONS ................................................................................. 5 
3.1. Definition of terms ............................................................................................................. 5 
3.2. Property of City/Proprietary Material ................................................................................ 5 
3.3. Addendum(a) .................................................................................................................... 6 
3.4. Pre-Award Negotiations .................................................................................................... 6 
3.5. Execution of Contract ....................................................................................................... 6 
3.6. Amendments/Modifications/Change Orders ..................................................................... 6 
3.7. Replacement of Contractor’s Staff .................................................................................... 6 
3.8. Contractor’s Address ........................................................................................................ 6 

4. STATEMENT OF WORK SPECIFICATIONS- PROPOSAL/QUOTE SECTION .................... 7 
4.1. Scope of Work Requirements and Description of Services to Be Provided ..................... 7 

4.1.1. Deliverables.......................................................................................................... 7 
4.1.2. Project Cost .......................................................................................................... 8 
4.1.3. Data and Communication ..................................................................................... 8 
4.1.4. Assigned Personnel ............................................................................................. 8 
4.1.5. Service Level Agreement and Performance Schedule ......................................... 8 

5. MANDATORY CITY CONTRACT REQUIREMENTS AND COMPLIANCE DOCUMENTS ... 8 
5.1. Standard Provisions for City Contracts (Attachment A) .................................................... 8 
5.2. Contractor Responsibility Ordinance (Attachment B) ....................................................... 9 
5.3. Equal Benefits Ordinance (EBO)/First Source Hiring Ordinance (FSHO) (Attachment C)9 
5.4. Slavery Disclosure Ordinance &nd Disclosure of Border Wall Contracting Ordinance 

(Attachment D) ................................................................................................................ 10 
5.5. Restrictions on Campaign Contributions and Fundraising in City Elections (Attachment E) ... 10 
5.6. Declaration of Non-Collusion (Attachment F) ................................................................. 11 

6. EVALUATION CRITERIA ..................................................................................................... 11 
6.1. Evaluation Factors .......................................................................................................... 12 

7. REQUEST FOR PROPOSAL (RFP) SCHEDULE ................................................................ 12 
8. PROPOSER CHECK LIST .................................................................................................... 13 



 
Page 1 

RFP for Program Partner 
Arts Activation Fund 

REQUEST FOR PROPOSAL 
PROGRAM PARTNER 

 ARTS ACTIVATION FUND 
 

1. INTRODUCTION 

The City of Los Angeles, Department of Cultural Affairs seeks a program partner that 
is mission driven, highly accomplished, politically savvy, financially robust, and locally 
engaged that can serve as a Program Partner over the next three years. 
 
PROPOSERS SHOULD HAVE: 

 
- A mission to incubate new cultural businesses 

- No less than a ten-year history of successful mentoring and incubating small 
businesses 

- A successful record of receiving, deploying, and reporting on the use of 
government funding 

- An operating budget greater than $3 million dollars per year 

- Headquarters within the County of Los Angeles or history of serving start-up 
projects/businesses in the City of Los Angeles 

- Nonprofit 501(c)3 status 
 

In partnership with the Mayor’s Great Streets Initiative, the Department of Cultural 
Affairs created the Arts Activation Fund (AAF) in 2016. AAF is a funding opportunity to 
support neighborhood-initiated artistic or cultural experiences (such as pop-up 
activities or street festivals) sited on streets or sidewalks. These projects receive start-
up funding and business mentorship so that they can become viable grant-seeking 
events that operate on a yearly basis. 
 
The goals of the proposer will be to provide legal, strategic, and financial processes to 
contract, mentor, and evaluate 12-16 arts community vendors each year between 
November through August. 
  
The Department of Cultural Affairs posts guidelines, coaches AAF applicants, and 
selects AAF projects on a monthly basis. The AAF guidelines attract start-up and fresh 
ventures which: 

 

- Foster collaborative planning and production of projects that focus on relevant 
community themes. 

- Engage, promote, and pay local artists. 

- Enliven our City’s ‘Great Streets’ and other streets which are under-animated. 
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- Provide resources to community stakeholders (activists, artists, ensembles, for-
profit business owners, and/or non-profit agencies) that are new to the 
Department of Cultural Affairs and do not have other business contracts with 
DCA. 

 
Entering fiscal year 2018-2019, AAF will accept proposals every month from October 
through June. Each AAF proposal will be allocated between $7500 and $12,000 
from a reserve fund held with the Project Partner 

 
Additional information about the Arts Activation Fund can be found at the following 
web address: www.culturela.org/grants-and-calls. 
 

2. GENERAL INFORMATION 

It is the Department of Cultural Affairs Grants Administration Division intent to award a 
contract, in a form approved by the City Attorney, to the selected proposer. This 
Request for Proposal (RFP) and the proposal submitted or any part thereof may be 
incorporated into and made a part of the contract. Proposals accepted by the City in 
writing constitute a legally binding contract offer. It is requested that proposals be 
prepared simply and economically, avoiding the use of unnecessary promotional 
material.  

 
2.1. Proposal Format and Submission Requirements 

 
Proposals shall be based only on the material contained in the RFP, pre-proposal 
conference responses, if any, amendments, addenda and other material published 
by the City relating to the RFP. The proposer shall disregard any previous draft 
material and oral representations that may have been obtained by the proposer. 
Proposals shall be submitted in accordance with the requirements set in this RFP.  

 
2.1.1. Online 

Proposers must start the proposal submission process by first visiting: 
www.labavn.org where they will create a profile, if one does not exist, and 
complete and submit the following forms: 
 
- Equal Benefits Ordinance (EBO)/First Source Hiring Ordinance (FSHO) 
 
- Slavery Disclosure Ordinance 
 
After all information has been submitted through BAVN, proposers should 
visit https://culturela.slideroom.com to complete their proposals.   
 
All proposals must be submitted online via 
https://culturela.slideroom.com. Proposers will create a login name and 
password in order to access the Program Partner, Arts Activation Fund 
form. 
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All proposals submitted online must contain the following: 
 

- A proposal narrative of 2-3 pages that includes 

- The mission statement and history of the organization 

- Mentoring pedagogy  

- At least one, but no more than three, resumes of key personnel 

- Organization’s financial statements from the previous two years 

- Two recent examples of successfully groomed creative-
entrepreneurs, cultural projects, or start-up businesses and the 
assessment metrics used to demonstrate their success 

- IRS Determination Letter recognizing the organization’s nonprofit   
501(c)3 status 

- Mandatory City Contract Requirements and Compliance Documents 

 
2.1.2. Authorized Signatures 

Proposals must be signed by a duly authorized officer eligible to sign 
contract documents and authorized to bind the company to all commitments 
made in the proposal. Consortiums, joint ventures, or teams submitting 
proposals will not be considered responsive unless it is established that all 
contractual responsibility rests solely with one proposer or one legal entity. 
The proposal must identify the responsible entity. 

 
2.1.3. Information Requested and Not Furnished 

The information requested and the manner of submission are essential to 
permit prompt evaluation of all proposals. Accordingly, the City reserves the 
right to declare as non-responsive and reject any proposals in which 
information is requested and is not furnished or when a direct or complete 
answer is not provided. 

 
2.1.4. Proposal Errors 

Proposer is liable for all errors or omissions incurred by proposer in 
preparing the proposal. Proposer will not be allowed to alter proposal 
documents after the due date for submission. 
 
The City reserves the right to make corrections or amendments due to 
errors identified in proposal by the City or the proposer. This type of 
correction or amendment will only be allowed for errors as typing, 
transposition or any other obvious error. Any changes will be date and time 
stamped and attached to proposal. All changes must be coordinated in 
writing with, authorized by and made by the Contract Administrator. 
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2.1.5. Waiver of Minor Administrative Irregularities 

The City reserves the right, at its sole discretion, to waive minor 
administrative irregularities contained in any proposal.  

 
2.2. Cost of RFP 

The City is not responsible for any costs incurred by proposer while submitting 
proposals. All proposers who respond to solicitations do so solely at their own 
expense. 

 
2.3. Proposal Due Date 

Proposals are to be submitted online by proposers at:  
 

https://culturela.slideroom.com 
No later than Friday, October 12, 2018, 7:00 p.m. PT. 

  
2.4. Late Proposals 

Late proposals will not be accepted. 
 

2.5. Withdrawal of Proposals 
Proposer may withdraw submitted proposal online or in writing at any time prior to 
the specified due date and time. A written request, signed by an authorized 
representative of the company, must be submitted to the Contract Administrator. 
After withdrawing a previously submitted proposal, the proposer may submit 
another proposal at any time up to the specified due date and time. 

 
2.6. Americans With Disabilities Act 

As covered under Title II of the Americans With Disabilities Act, the City of Los 
Angeles does not discriminate on the basis of disability and, upon request, will 
provide reasonable accommodation to ensure equal access to its proposals, 
programs, services and activities. If an individual with a disability requires 
accommodations to attend a pre-proposal conference, site examination or 
proposal opening, please contact the Contract Administrator at least five working 
days prior to the scheduled event. 

 
2.7. Award of Contract 

Award of contract is made to the contractor with the best combination of price, 
experience, and quality of service delivery. Awards are not restricted to the lowest 
offer or bid. 

 
2.8. Rejection of Proposals 

The City reserves the right to reject any or all proposals; to waive any minor 
informality in proposals received; to reject any unapproved alternate proposal(s); 
and reserves the right to reject the proposal of any proposer who has previously 
failed to perform competently in any prior business relationship with the City. The 
rejection of any or all proposals shall not render the City liable for costs or 
damages. 



 
Page 5 

RFP for Program Partner 
Arts Activation Fund 

 
2.9. Proposal Protest 

Any protest to a proposal award(s) must be in writing and made within five days 
from receiving notification of award(s). Upon receipt of protest, the Contract 
Administrator will furnish protester with a written statement setting forth the 
reasons for the proposed award based on best overall value to the City and will 
hold a hearing within five (5) working days after receiving the protest, unless 
waived by the proposer. 

 
At or prior to the hearing, the protester may present evidence as to why the 
award should not be made according to the City’s plans. After the close of the 
hearing General Manager of the Department of Cultural Affairs, or her designee, 
shall make a final determination with respect to the protest, and shall award the 
contract accordingly or reject all proposals. The decision shall be final. 
 

3. GENERAL TERMS AND CONDITIONS 

3.1. Definition of terms 
The following terms used in the RFP documents shall be construed as follows: 

a. “City” shall mean the City of Los Angeles. 

b. “Department” shall be considered synonymous with the City’s 
Department of Cultural Affairs.  

c. “Agreement” shall be considered synonymous with term “Contract.” 

d. “Contractor” shall mean the individual, partnership, corporation or other 
entity to which this agreement is awarded, and shall be synonymous with 
the term “vendor”. 

 
3.2. Property of City/Proprietary Material 

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

 
In the event a proposer claims such an exemption, the proposer is required to 
state in the proposal the following: “The proposer will indemnify the City and its 
officers, employees and agents, and hold them harmless from any claim or 
liability and defend any action brought against them for their refusal to disclose 
copyrighted material, trade secrets or other proprietary information to any person 
making a request therefore.” 

 
Failure to include such a statement shall constitute a waiver of a proposer’s right 
to exemption from this disclosure. 
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3.3. Addendum(a) 
The Department of Cultural Affairs reserves the right to submit addendum(a) to 
this RFP which may add additional requirements to be considered responsive. All 
proposers must acknowledge any addendum(a) issued as a result of any change 
in this RFP on the proposer’s signature declaration page. Failure to indicate 
receipt of addendum(a) may result in a proposal being rejected as non-
responsive. 

 
3.4. Pre-Award Negotiations 

Prior to award of the contract, the successful Proposer may be required to attend 
negotiation meetings that will be scheduled at a later date. The intent of the 
meeting(s) will be to discuss and negotiate contract requirements, prices, service 
level agreements, detailed scope of work specifications, ordering, invoicing, 
delivery, receiving and payment procedures, etc. in order to insure successful 
administration of the contract. 

 
3.5. Execution of Contract 

Unless otherwise stated, proposals submitted shall be irrevocable for a period of 
90 days following the proposal opening date. A response to this RFP is an offer to 
contract with the City based upon the terms, conditions, service level agreement 
and specifications contained in the proposal submitted. A contract will be formed 
when the Department of Cultural Affairs awards the contract to the selected 
proposer. 

 
Any contract made pursuant to this RFP must be accepted in writing by the 
proposer. If for any reason proposer should fail to accept the contract in writing, 
any conduct by proposer, which recognizes the existence of a contract pertaining 
to the subject matter hereof, shall constitute acceptance by proposer of the 
contract and all of its terms and conditions.  
 

3.6. Amendments/Modifications/Change Orders 
Any amendments, adjustments, alterations, additions, deletions, or modifications 
in the terms and/or conditions of resultant agreement must be made by written 
change order approved by the Department of Cultural Affairs Contract 
Administrator and the contractor. If contractor performs any modification without a 
written change order, the City shall neither pay for nor be obligated to accept said 
modification. 

 
3.7.  Replacement of Contractor’s Staff 

The City reserves the right to have the contractor replace any contract personnel 
with equally or better qualified staff upon submitting written notice to contractor. In 
addition, the City reserves the right to approve in advance any changes in project 
personnel or levels of commitment by the contractor to the project. 

 
3.8.  Contractor’s Address  

The address given in proposal response shall be considered the legal address of 
the contractor and shall be changed only by written notice to the City. The 
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contractor shall supply an address to which certified mail can be delivered. The 
delivery of any communication to the contractor personally, or to such address, or 
the depositing in the United States Mail, registered or certified with postage 
prepaid, addressed to the contractor at such address, shall constitute a legal 
service thereof. Also, telephone numbers, fax numbers, and e-mail addresses (if 
applicable) must be provided. 

 
4. STATEMENT OF WORK SPECIFICATIONS- PROPOSAL/QUOTE SECTION 

Most Arts Activation Fund project applicants require start-up advice, financial oversight, 
guidance regarding permits and insurance, suggestions regarding production costs 
and expenditures, marketing supervision, and overall business mentorship. When 
possible AAF entrepreneurs should be directed to other LA resources for: training on 
viable business models and sustainable financial objectives; so it is important that the 
proposer has a broad understanding of other available resources in Southern 
California. 

 
4.1. Scope of Work Requirements and Description of Services to Be Provided 

After Arts Activation Fund proposals are approved by the Cultural Affairs 
Commission and the Department’s General Manager, the program partner will: 

a) Communicate with selected entrepreneurs 

b) Provide them with a contract which outlines responsibilities, reporting 
requirements, and payment expectations 

c) Provide 75% of the DCA’s suggested investment upon submission of the 
legal contract 

d) Monitor and mentor the entrepreneur 

e) Site visit the proposed event and evaluate the actual outcomes against the 
estimated outcomes 

f) Provide 25% remaining monies and stage an exit interview to collect 
additional qualitative metrics 

 
4.1.1. Deliverables 

- Contracting all AAF grantees 

- Consulting AAF grantees on insurance and permitting requirements 

- Discussing event logistics and problem solving 

- Communicating regularly with AAF grantees 

- Attending and documenting all AAF events 

- Auditing and reconciling AAF project budgets 

- Auditing individual event evaluations 

- Consolidating evaluations into a final report 

- Planning and hosting end-of-cycle event 
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4.1.2. Project Cost 
The total funding amount for the resulting annual contract to the successful 
proposer will be, $200,000-$500,000. No less than 77.5% of pass-through 
monies to community entrepreneurs and no greater than 22.5% for 
partnership-administration. 
 
The expert staff of the applicant organization should have the ability to 
perform the above duties (within 22.5% of the annual contract from the 
Department of Cultural Affairs, which will be between $45,000 and $112,500 
for one or more designated coordinators) 

 
4.1.3. Data and Communication 

Regular contact with appropriate Department personnel by email and 
phone.  

 
4.1.4. Assigned Personnel 

Proposer must submit the resume, or resumes, of key personnel, whom the 
proposer employs, to perform the requested services. For each person 
listed, each resume should provide: 

 
a. Academic achievements, including all college undergraduate and 

graduate education. 

b. Relevant work experience in years and level of responsibility. 

c. The City reserves the right to approve/accept key personnel. 
Proposer must notify City if personnel cannot continue on project. 
The City must approve replacements. 

 
The City reserves the right to approve/accept key personnel. Proposer must 
notify City if personnel cannot continue on a project. City must approve 
replacement Personnel. 

 
4.1.5. Service Level Agreement and Performance Schedule 

A final quantitative and qualitative final report must be submitted to the 
Department’s Grants Director no later than fourteen days after the 
conclusion of the last scheduled Arts Activation Fund project in any given 
fiscal year. 
 

5. MANDATORY CITY CONTRACT REQUIREMENTS AND COMPLIANCE 
DOCUMENTS 

 
5.1. Standard Provisions for City Contracts (Attachment A) 

All contracts entered into as a result of this RFP are subject to the Standard 
Provisions for City Contracts. See Attachment A.  
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5.2. Contractor Responsibility Ordinance (Attachment B) 
Bidders/Proposers are advised that any contract awarded pursuant to this 
procurement process shall be subject to the provisions of Los Angeles 
Administrative Code Section 10.40 et seq., Contractor Responsibility Ordinance 
(CRO).  
 
All proposers shall complete and return, with their proposal, the Responsibility 
Questionnaire included in Attachment B. Failure to return the completed 
Questionnaire may result in a Bidder/Proposer being deemed non-
responsive.  
 
For questions on the Contractor Responsibility Ordinance visit the Bureau of 
Contract Administration’s website at http://bca.lacity.org or contact the Bureau 
of Contract Administration, Special Research & Investigation Section at (213) 
847-2445.  

 
5.3. Equal Benefits Ordinance (EBO)/First Source Hiring Ordinance (FSHO) 

(Attachment C) 
If a contract is subject to the Equal Benefits Ordinance (EBO) and/or the First 
Source Hiring Ordinance (FSHO), proposers are required to complete a 
streamlined EBO/FSHO Compliance Affidavit web application form that is located 
on the City of Los Angeles' Business Assistance Virtual Network (BAVN) at 
www.labavn.org. Proposers are responsible for creating a BAVN profile and 
completing and submitting the affidavit. See below for additional details about the 
EBO and the FSHO. 
 
Equal Benefits Ordinance (EBO): 
Proposers are advised that any contract awarded pursuant to this procurement 
process shall be subject to the applicable provisions of Los Angeles 
Administrative Code Section 10.8.2.1, Equal Benefits Ordinance (EBO). 
 
All proposers shall complete and submit the Equal Benefits Ordinance 
Compliance Affidavit, Attachment C, available on the BAVN residing at 
www.labavn.org, prior to award of a City contract that exceeds $25,000. The 
affidavit shall be valid for a period of three years from the date it is first uploaded 
onto the City's BAVN. Proposers do not need to submit supporting documentation 
with their proposals. However, the City may request supporting documentation to 
verify that the benefits are provided equally as specified on the EBO Affidavit.  

 
First Source Hiring Ordinance (FSHO):  
Unless approved for an exemption, contractors under contracts primarily for the 
furnishing of services to or for the City, the value of which exceeds $25,000 with a 
term of at least three (3) months, and certain recipients of City Loans or Grants, 
shall comply with the provisions of Los Angeles Administrative Code Sections 
10.44 et seq., First Source Hiring Ordinance (FSHO).  
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All proposers shall complete and electronically sign the FSHO Compliance 
Affidavit, Attachment C, available on the City of Los Angeles' Business 
Assistance Virtual Network (BAVN) residing at www.labavn.org prior to 
award of a City contract. The affidavit shall be valid for a period of three years 
from the date it is first uploaded on the City's BAVN.  
 
Proposers seeking additional information regarding the requirements of the Equal 
Benefits Ordinance and First Source Hiring Ordinance may visit the Bureau of 
Contract Administration's web site at http://bca.lacity .org. 
 

5.4. Slavery Disclosure Ordinance and Disclosure of Border Wall Contracting 
Ordinance (Attachment D) 
 
Slavery Disclosure Ordinance (SDO): 
Unless otherwise exempt, in accordance with the provisions of the Slavery 
Disclosure Ordinance any contract awarded pursuant to this RFP will be subject 
to the Slavery Disclosure Ordinance, Section 10.41 of the Los Angeles 
Administrative Code. All proposers shall complete and electronically sign the 
Slavery Disclosure Ordinance Affidavit on BAVN at www.labavn.org prior to 
award of a City contract. See Attachment D. 
 

 Disclosure of Border Wall Contracting Ordinance (DBWCO): 
Any contract awarded pursuant to this RFP is subject to the disclosure 
requirements of the Disclosure of Border Wall Contracting Ordinance, LAAC 
Section 10.50 et seq. As part of their proposal, etc. to the City, proposers 
shall complete and upload a DBWCO Affidavit on BVAN at www.labavn.org. 
See Attachment D.  

 
Proposers seeking additional information regarding the requirements of the SDO 
or DBWCO may visit the Bureau of Contract Administration’s web site at 
http://bca.lacity.org. 

 
5.5. Restrictions on Campaign Contributions and Fundraising in City Elections 

(Attachment E) 
Any bidder for a contract, as those terms are defined under the Contractor 
Responsibility Program provided for in Los Angeles Administrative Code Section 
10.40.1, shall submit with its bid a certification, CEC Form 50, proscribed by the 
City Ethics Commission, that the bidder acknowledges and agrees to comply with 
the disclosure requirements and prohibitions established in the Los Angeles 
Municipal Lobbying Ordinance if the bidder qualifies as a lobbying entity under the 
Ordinance. The exemptions contained in Los Angeles Administrative Code 
Section 10.40.4 shall not apply to this subsection. Each City department shall 
include a copy of the Municipal Lobbying Ordinance in each invitation for bids, 
request for proposals, request for qualifications or other solicitation related to 
entering into a contract with the City. See Attachment E. 
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Persons who submit a response to this solicitation are subject to Charter Section 
470(c)(12) and related ordinances. As a result, bidders may not make campaign 
contributions to and or engage in fundraising for certain elected City officials or 
candidates for elected City office from the time they submit the response until 
either the contract is approved or, for successful bidders, 12 months after the 
contract is signed. The bidder's principals and subcontractors performing 
$100,000 or more in work on the contract, as well as the principals of those 
subcontractors, are also subject to the same limitations on campaign contributions 
and fundraising. 
 
Bidders must submit CEC Form 55 (provided in Attachment E) to the awarding 
authority at the same time the response is submitted. The form requires bidders to 
identify their principals, their subcontractors performing $100,000 or more in work 
on the contract, and the principals of those subcontractors. Bidders must also 
notify their principals and subcontractors in writing of the restrictions and include 
the notice in contracts with subcontractors. Responses submitted without a 
completed CEC Form 55 shall be deemed nonresponsive. Bidders who fail to 
comply with City law may be subject to penalties, termination of contract, and 
debarment. Additional information regarding these restrictions and requirements 
may be obtained from the City Ethics Commission at (213) 978-1960 or 
ethics.lacity.org. 

 
5.6. Declaration of Non-Collusion (Attachment F) 

All proposers will be required to complete and return the Non-Collusion Affidavit, 
Attachment F with their Proposal. 

 
6. EVALUATION CRITERIA 

Proposals will be scored on the following four criteria of twenty five-points each: 
 
 - Appropriate mission and history 

- Prior success with government funding 

- Administrative capacity (including staff biographies and organizational financial 
statements) 

- Examples of prior success as a small business incubator 
 

The proposer will be selected by a three-member panel consisting of three community 
experts. In the event that no one applicant can provide all eligibility requirements and 
commensurate services, the Department retains the right to cancel this opportunity or 
select multiple partners for segmented components of this RFP. 
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6.1. Evaluation Factors  
Evaluation of submitted proposals will be based on the following factors and the 
points available for each factor. 
 
 

Evaluation Factor 
Maximum 

Points 

Appropriate mission and history 25 

Prior success with government funding 25 

Administrative capacity 25 

Examples of prior success as a small business incubator 25 

 
 
The City shall reserve the right to use such other criteria as may be deem 
appropriate in evaluating proposals, even if such criteria are not mentioned in the 
RFP. Proposers submitting the highest-rated written responses may be called for 
an oral interview to further assess their qualifications. 
 
 

7.  REQUEST FOR PROPOSAL (RFP) SCHEDULE 

This schedule indicates estimated dates for the RFP process. The City reserves the 
right to adjust this schedule when appropriate. 
 

 

Date Event 

09/21/18 Release RFP to potential proposers 

10/12/18 RFP responses due 

10/17/18 Peer Panel Review of proposals 

10/19/18 Select successful Proposer 

10/22/18 Negotiate with apparent successful proposer 

10/22/18 Post award notifications 

11/05/18 Execute contract 
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8.  PROPOSER CHECK LIST 

Initial  Forms/Documents to be completed and Submitted 

 
Proposal (Include the below required documents not completed in BVAN) 

– Upload to https://culturela.slideroom.com 

 
Contractor Responsibility Ordinance  (Attachment B)  

– Form Attached, complete and submit with your proposal. 

 
FSHO & EBO Compliance  (Attachment C) 

 – Complete on BVAN 

 
Disclosure Ordinances   (Attachment D)   

– Complete on BVAN 

 
CEC Form 50 and CEC Form 55  (Attachment E)  

–  Form Attached, complete and submit with your proposal. 

 
Non-collusion Declaration Page  (Attachment F)  

–  Form Attached, complete and submit with your proposal. 
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STANDARD PROVISIONS FOR CITY CONTRACTS 

PSC-1. Construction of Provisions and Titles Herein  

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

PSC-2. Applicable Law, Interpretation and Enforcement 

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

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

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

PSC-3. Time of Effectiveness 

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

A. This Contract has been signed on behalf of CONTRACTOR by the person 
or persons authorized to bind CONTRACTOR; 

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

C. The Office of the City Attorney has indicated in writing its approval of this 
Contract as to form; and 
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D. This Contract has been signed on behalf of CITY by the person designated 
by the City Council, or by the board, officer or employee authorized to enter 
into this Contract. 

PSC-4. Integrated Contract 

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

PSC-5. Amendment 

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

PSC-6. Excusable Delays 

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

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

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

PSC-7. Waiver 

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

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

PSC-9. Termination 

A. Termination for Convenience  

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

B. Termination for Breach of Contract 

1. Except as provided in PSC-6, if CONTRACTOR fails to perform any 
of the provisions of this Contract or so fails to make progress as to 
endanger timely performance of this Contract, CITY may give 
CONTRACTOR written notice of the default.  CITY’S default notice 
will indicate whether the default may be cured and the time period to 
cure the default to the sole satisfaction of CITY. Additionally, CITY’S 
default notice may offer CONTRACTOR an opportunity to provide 
CITY with a plan to cure the default, which shall be submitted to CITY 
within the time period allowed by CITY. At CITY’S sole discretion, 
CITY may accept or reject CONTRACTOR’S plan. If the default 
cannot be cured or if CONTRACTOR fails to cure within the period 
allowed by CITY, then CITY may terminate this Contract due to 
CONTRACTOR’S breach of this Contract. 

2. If the default under this Contract is due to CONTRACTOR’S failure 
to maintain the insurance required under this Contract, 
CONTRACTOR shall immediately: (1) suspend performance of any 
services under this Contract for which insurance was required; and 
(2) notify its employees and Subcontractors of the loss of insurance 
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coverage and Contractor’s obligation to suspend performance of 
services.  CONTRACTOR shall not recommence performance until 
CONTRACTOR is fully insured and in compliance with CITY’S 
requirements.    

3. If a federal or state proceeding for relief of debtors is undertaken by 
or against CONTRACTOR, or if CONTRACTOR makes an 
assignment for the benefit of creditors, then CITY may immediately 
terminate this Contract. 

4. If CONTRACTOR engages in any dishonest conduct related to the 
performance or administration of this Contract or violates CITY’S 
laws, regulations or policies relating to lobbying, then CITY may 
immediately terminate this Contract. 

5. Acts of Moral Turpitude 

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

b. If CONTRACTOR or a Key Person is convicted of, pleads nolo 
contendere to, or forfeits bail or fails to appear in court for a 
hearing related to, an Act of Moral Turpitude, CITY may 
immediately terminate this Contract.   

c. If CONTRACTOR or a Key Person is charged with or indicted 
for an Act of Moral Turpitude, CITY may terminate this 
Contract after providing CONTRACTOR an opportunity to 
present evidence of CONTRACTOR’S ability to perform 
under the terms of this Contract. 

d. Acts of Moral Turpitude include, but are not limited to: violent 
felonies as defined by Penal Code Section 667.5, crimes 
involving weapons, crimes resulting in serious bodily injury or 
death, serious felonies as defined by Penal Code Section 
1192.7, and those crimes referenced in the Penal Code and 
articulated in California Public Resources Code Section 
5164(a)(2); in addition to and including acts of murder, rape, 
sexual assault, robbery, kidnapping, human trafficking, 
pimping, voluntary manslaughter, aggravated assault, assault 
on a peace officer, mayhem, fraud, domestic abuse, elderly 
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abuse, and child abuse, regardless of whether such acts are 
punishable by felony or misdemeanor conviction. 

e. For the purposes of this provision, a Key Person is a principal, 
officer, or employee assigned to this Contract, or owner 
(directly or indirectly, through one or more intermediaries) of 
ten percent or more of the voting power or equity interests of 
CONTRACTOR.   

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

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

8. The rights and remedies of CITY provided in this section shall not be 
exclusive and are in addition to any other rights and remedies 
provided by law or under this Contract.  

C. In the event that this Contract is terminated, CONTRACTOR shall 
immediately notify all employees and Subcontractors, and shall notify in 
writing all other parties contracted with under the terms of this Contract 
within five working days of the termination. 

PSC-10. Independent Contractor 

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

PSC-11. Contractor’s Personnel 

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

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

PSC-12. Assignment and Delegation 

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

A. Assign or otherwise alienate any of its rights under this Contract, including 
the right to payment; or 

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

PSC-13. Permits 

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

PSC-14. Claims for Labor and Materials 

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

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

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

PSC-16. Retention of Records, Audit and Reports 

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

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

PSC-17. Bonds 

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

PSC-18. Indemnification 

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

PSC-19. Intellectual Property Indemnification 

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

PSC-20. Intellectual Property Warranty 

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

PSC-21. Ownership and License 

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

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

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

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

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

PSC-22. Data Protection 

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

B. If CITY is subject to liability for any Data Breach or Security Incident, then 
CONTRACTOR shall fully indemnify and hold harmless CITY and defend 
against any resulting actions.  

PSC-23. Insurance 

During the term of this Contract and without limiting CONTRACTOR'S obligation to 
indemnify, hold harmless and defend CITY, CONTRACTOR shall provide and maintain 
at its own expense a program of insurance having the coverages and limits not less than 
the required amounts and types as determined by the Office of the City Administrative 
Officer of Los Angeles, Risk Management (template Form General 146 in Exhibit 1 
hereto).  The insurance must: (1) conform to CITY’S requirements; (2) comply with the 
Insurance Contractual Requirements (Form General 133 in Exhibit 1 hereto); and (3) 
otherwise be in a form acceptable to the Office of the City Administrative Officer, Risk 
Management.  CONTRACTOR shall comply with all Insurance Contractual Requirements 
shown on Exhibit 1 hereto. Exhibit 1 is hereby incorporated by reference and made a part 
of this Contract. 
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PSC-24. Best Terms 

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

PSC-25. Warranty and Responsibility of Contractor  

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

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

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

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

B. The requirements of Section 10.8.2.1 of the LAAC, the Equal Benefits 
Ordinance, and the provisions of Section 10.8.2.1(f) are incorporated and 
made a part of this Contract by reference. 

C. The provisions of Section 10.8.3 of the LAAC are incorporated and made a 
part of this Contract by reference and will be known as the “Equal 
Employment Practices” provisions of this Contract. 

D. The provisions of Section 10.8.4 of the LAAC are incorporated and made a 
part of this Contract by reference and will be known as the “Affirmative 
Action Program” provisions of this Contract.  

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

PSC-27. Child Support Assignment Orders 

CONTRACTOR shall comply with the Child Support Assignment Orders Ordinance, 
Section 10.10 of the LAAC, as amended from time to time.  Pursuant to Section 10.10(b) 
of the LAAC, CONTRACTOR shall fully comply with all applicable State and Federal 
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employment reporting requirements.  Failure of CONTRACTOR to comply with all 
applicable reporting requirements or to implement lawfully served Wage and Earnings 
Assignment or Notices of Assignment, or the failure of any principal owner(s) of 
CONTRACTOR to comply with any Wage and Earnings Assignment or Notices of 
Assignment applicable to them personally, shall constitute a default by the 
CONTRACTOR under this Contract. Failure of CONTRACTOR or principal owner to cure 
the default within 90 days of the notice of default will subject this Contract to termination 
for breach. Any subcontract entered into by CONTRACTOR for work to be performed 
under this Contract must include an identical provision.   

PSC-28. Living Wage Ordinance  

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

PSC-29. Service Contractor Worker Retention Ordinance 

CONTRACTOR shall comply with the Service Contractor Worker Retention Ordinance, 
LAAC Section 10.36 et seq., as amended from time to time.  Any subcontract entered into 
by CONTRACTOR for work to be performed under this Contract must include an identical 
provision. 
 
PSC-30. Americans with Disabilities Act 

CONTRACTOR shall comply with the Americans with Disabilities Act, 42 U.S.C. Section 
12101 et seq., and its implementing regulations.       

PSC-31. Contractor Responsibility Ordinance 

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

PSC-32. Business Inclusion Program  

Unless otherwise exempted prior to bid submission, CONTRACTOR shall comply with all 
aspects of the Business Inclusion Program as described in the Request for 
Proposal/Qualification process, throughout the duration of this Contract. CONTRACTOR 
shall utilize the Business Assistance Virtual Network (“BAVN”) at https://www.labavn.org/, 
to perform and document outreach to Minority, Women, and Other Business Enterprises.  
CONTRACTOR shall perform subcontractor outreach activities through BAVN.  
CONTRACTOR shall not change any of its designated Subcontractors or pledged specific 
items of work to be performed by these Subcontractors, nor shall CONTRACTOR reduce 
their level of effort, without prior written approval of CITY. 
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PSC-33. Slavery Disclosure Ordinance 

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

PSC-34. First Source Hiring Ordinance 

CONTRACTOR shall comply with the First Source Hiring Ordinance, LAAC Section 10.44 
et seq., as amended from time to time.  Any subcontract entered into by CONTRACTOR 
for work to be performed under this Contract must include an identical provision.  
 
PSC-35. Local Business Preference Ordinance 

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

PSC-36. Iran Contracting Act 

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

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

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

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

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

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

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

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

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

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

CONTRACTOR shall comply with all identity theft laws including without limitation, laws 
related to: (1) payment devices; (2) credit and debit card fraud; and (3) the Fair and 
Accurate Credit Transactions Act (“FACTA”), including its requirement relating to the 
content of transaction receipts provided to Customers.  CONTRACTOR also shall comply 
with all requirements related to maintaining compliance with Payment Card Industry Data 
Security Standards (“PCI DSS”).  During the performance of any service to install, 
program or update payment devices equipped to conduct credit or debit card transactions, 
including PCI DSS services, CONTRACTOR shall verify proper truncation of receipts in 
compliance with FACTA. 
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PSC-41. Compliance with California Public Resources Code Section 5164 

California Public Resources Code Section 5164 prohibits a public agency from hiring a 
person for employment or as a volunteer to perform services at any park, playground, or 
community center used for recreational purposes in a position that has supervisory or 
disciplinary authority over any minor, if the person has been convicted of certain crimes 
as referenced in the Penal Code, and articulated in California Public Resources Code 
Section 5164(a)(2). 
 
If applicable, CONTRACTOR shall comply with California Public Resources Code Section 
5164, and shall additionally adhere to all rules and regulations that have been adopted or 
that may be adopted by CITY.  CONTRACTOR is required to have all employees, 
volunteers and Subcontractors (including all employees and volunteers of any 
Subcontractor) of CONTRACTOR working on premises to pass a fingerprint and 
background check through the California Department of Justice at CONTRACTOR’S sole 
expense, indicating that such individuals have never been convicted of certain crimes as 
referenced in the Penal Code and articulated in California Public Resources Code Section 
5164(a)(2), if the individual will have supervisory or disciplinary authority over any minor.  
 
PSC-42. Possessory Interests Tax 

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

All documents, information and materials provided to CONTRACTOR by CITY or 
developed by CONTRACTOR pursuant to this Contract (collectively “Confidential 
Information”) are confidential. CONTRACTOR shall not provide or disclose any 
Confidential Information or their contents or any information therein, either orally or in 
writing, to any person or entity, except as authorized by CITY or as required by law. 
CONTRACTOR shall immediately notify CITY of any attempt by a third party to obtain 
access to any Confidential Information. This provision will survive expiration or 
termination of this Contract. 
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EXHIBIT 1 
 

INSTRUCTIONS AND INFORMATION 
ON COMPLYING WITH CITY INSURANCE REQUIREMENTS 

 
(Share this information with your insurance agent or broker) 

 
1.   Agreement/Reference   All evidence of insurance should identify the nature of your business with the CITY.  
Clearly show any assigned number of a bid, contract, lease, permit, etc. or give the project name and the job site 
or street address to ensure that your submission will be properly credited. Provide the types of coverage and 
minimum dollar amounts specified on the Required Insurance and Minimum Limits sheet (Form Gen. 146) as 
determined in writing by the CAO-RM. 
 
2.  When to submit   Normally, no work may begin until a CITY insurance certificate approval number (“CA 
number”) has been obtained, so insurance documents should be submitted as early as practicable.  For As-
needed Contracts, insurance need not be submitted until a specific job has been awarded. Design 
Professionals coverage for new construction work may be submitted simultaneously with final plans and 
drawings, but before construction commences.   
 
Submitting your documents.  Track4LA® is the CITY’S online insurance compliance system and is designed to 
make the experience of submitting and retrieving insurance information quick and easy.  The system is designed 
to be used by insurance brokers and agents as they submit client insurance certificates directly to the CITY.  It 
uses the standard insurance industry form known as the ACORD 25 Certificate of Liability Insurance in 
electronic format. Track4LA® advantages include standardized, universally accepted forms, paperless approval 
transactions (24 hours, 7 days per week), and security checks and balances.  The easiest and quickest way to 
obtain approval of your insurance is to have your insurance broker or agent access Track4LA® at 
http://track4la.lacity.org and follow the instructions to register and submit the appropriate proof of insurance on 
your behalf.     
 
Insurance industry certificates other than the ACORD 25 may be accepted, however  submissions other than 
through Track4LA® will significantly delay the insurance approval process as documents will 
have to be manually processed.  CONTRACTOR must provide CITY a thirty day notice of cancellation (ten 
days for non-payment of premium) AND an Additional Insured Endorsement naming the CITY an additional 
insured completed by your insurance company or its designee. If the policy includes an automatic or blanket 
additional insured endorsement, the Certificate must state the CITY is an automatic or blanket additional insured.  
An endorsement naming the CITY an Additional Named Insured and Loss Payee as Its Interests May Appear is 
required on property policies.  All evidence of insurance must be authorized by a person with authority to bind 
coverage, whether that is the authorized agent/broker or insurance underwriter.  Completed Insurance Industry 
Certificates other than ACORD 25 Certificates are sent electronically to CAO.insurance.bonds@lacity.org.   
 
Additional Insured Endorsements DO NOT apply to the following: 
 
 Indication of compliance with statute, such as Workers’ Compensation Law. 
 Professional Liability insurance. 
 
Verification of approved insurance and bonds may be obtained by checking Track4LA®, the CITY’S online 
insurance compliance system, at http://track4la.lacity.org.  
 
4.  Renewal   When an existing policy is renewed, have your insurance broker or agent submit a new Acord 25 
Certificate or edit the existing Acord 25 Certificate through Track4LA® at http://track4la.lacity.org.   
 
5.  Alternative Programs/Self-Insurance   Risk financing mechanisms such as Risk Retention Groups, Risk 
Purchasing Groups, off-shore carriers, captive insurance programs and self-insurance programs are subject to 
separate approval after the CITY has reviewed the relevant audited financial statements.  To initiate a review of 
your program, you should complete the Applicant’s Declaration of Self Insurance form 
(http://cao.lacity.org/risk/InsuranceForms.htm) to the CAO-RM for consideration. 
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6.  General Liability insurance covering your operations (and products, where applicable) is required whenever 
the CITY is at risk of third-party claims which may arise out of your work or your presence or special event on City 
premises.  Sexual Misconduct coverage is a required coverage when the work performed involves minors.  Fire 
Legal Liability is required for persons occupying a portion of CITY premises. Information on two CITY insurance 
programs, the SPARTA program, an optional source of low-cost insurance which meets the most minimum 
requirements, and the Special Events Liability Insurance Program, which provides liability coverage for short-term 
special events on CITY premises or streets, is available at (www.2sparta.com), or by calling (800) 420-0555.  
 
7.  Automobile Liability insurance is required only when vehicles are used in performing the work of your 
Contract or when they are driven off-road on CITY premises; it is not required for simple commuting unless CITY 
is paying mileage. However, compliance with California law requiring auto liability insurance is a contractual 
requirement.   
 
8.  Errors and Omissions coverage will be specified on a project-by-project basis if you are working as a licensed 
or other professional.  The length of the claims discovery period required will vary with the circumstances of the 
individual job.   
 
9.  Workers' Compensation and Employer's Liability insurance are not required for single-person contractors.  
However, under state law these coverages (or a copy of the state's Consent To Self Insure) must be provided if 
you have any employees at any time during the period of this contract.  Contractors with no employees must 
complete a Request for Waiver of Workers’ Compensation Insurance Requirement 
(http://cao.lacity.org/risk/InsuranceForms.htm).  A Waiver of Subrogation on the coverage is required only for 
jobs where your employees are working on CITY premises under hazardous conditions, e.g., uneven terrain, 
scaffolding, caustic chemicals, toxic materials, power tools, etc.  The Waiver of Subrogation waives the insurer’s 
right to recover (from the CITY) any workers’ compensation paid to an injured employee of the contractor.   
 
10.  Property insurance is required for persons having exclusive use of premises or equipment owned or 
controlled by the CITY.  Builder’s Risk/Course of Construction is required during construction projects and 
should include building materials in transit and stored at the project site.   
 
11.  Surety coverage may be required to guarantee performance of work and payment to vendors and suppliers. 
A Crime Policy may be required to handle CITY funds or securities, and under certain other conditions.  Specialty 
coverages may be needed for certain operations. For assistance in obtaining the CITY required bid, performance 
and payment surety bonds, please see the City of Los Angeles Bond Assistance Program website address at 
http://cao.lacity.org/risk/BondAssistanceProgram.pdf or call (213) 258-3000 for more information. 
 
12.  Cyber Liability & Privacy coverage may be required to cover technology services or products for both 
liability and property losses that may result when a CITY contractor engages in various electronic activities, such 
as selling on the Internet or collecting data within its internal electronic network. CONTRACTOR'S policies shall 
cover liability for a data breach in which the CITY employees’ and/or CITY customers' confidential or personal 
information, such as but not limited to, Social Security or credit card information are exposed or stolen by a hacker 
or other criminal who has gained access to the CITY’S or CONTRACTOR’S electronic network. The policies shall 
cover a variety of expenses associated with data breaches, including: notification costs, credit monitoring, costs 
to defend claims by state regulators, fines and penalties, and loss resulting from identity theft. The policies are 
required to cover liability arising from website media content, as well as property exposures from: (a) business 
interruption, (b) data loss/destruction, (c) computer fraud, (d) funds transfer loss, and (e) cyber extortion.
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Required Insurance and Minimum Limits 
 

Name:    Date:       
 
Agreement/Reference:  

Evidence of coverages checked below, with the specified minimum limits, must be submitted and approved prior to 

occupancy/start of operations.  Amounts shown are Combined Single Limits ("CSLs").  For Automobile Liability, split limits may 

be substituted for a CSL if the total per occurrence equals or exceeds the CSL amount.  

                       Limits                 

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

       WC     Statutory    

   EL       

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

 

 

       General Liability                       



 Products/Completed Operations    Sexual Misconduct         

 Fire Legal Liability        

        

 

 
 

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

 

      

 

      Professional Liability (Errors and Omissions)               

 
Discovery Period       

 

    

 

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

   
  All Risk Coverage      Boiler and Machinery  

  Flood                 Builder's Risk  

  Earthquake                    

 

 

      

       Pollution Liability                 

 

       

 

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

 
Other:   
       

 
 



ATTACHMENT B

CONTRACTOR RESPONSIBILITY ORDINANCE
PACKAGE

On November 21, 2000, the City Council adopted an ordinance amending
Chapter 1 of Division 10 of the L.A. Administrative Code in order to implement a
contractor responsibility program.

The ordinance states that prior to awarding any contract, the City should make a
determination that the bidder and/or contractor has the capability in all respects
to fully perform the contract requirements and the business integrity to justify the
expenditure or award of public tax dollars.  As such, the ordinance requires
bidder/contractors to respond to a “Responsible Contractor/Bidder
Questionnaire”, which would require submission of information relative to their:
(1) financial resources; (2) technical qualification; (3) experience; (4) 
organization, material, equipment, facilities and expertise necessary to carry out 
the work; (5) satisfactory record of performance; (6) satisfactory record of 
compliance with applicable statutes and regulations; and (7) satisfactory record 
of business integrity.  Therefore, prospective contractors must complete and
submit the Questionnaire with their proposals.  Failure to return the 
completed Questionnaire may result in a prospective consultant being deemed 
non-responsive.

1. Responsibility Questionnaire – Service (Rev. 01/20/12), 9 pages
2. CRO Pledge of Compliance (Rev. 5/7/14), 1 page
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CITY OF LOS ANGELES 
RESPONSIBILITY QUESTIONNAIRE 

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

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

A. CONTACT INFORMATION

CITY DEPARTMENT INFORMATION 

City Department/Division Awarding Contract     City Contact Person          Phone 

City Bid or Contract Number (if applicable) and Project Title  

BIDDER/CONTRACTOR INFORMATION 

Bidder/Proposer Business Name 

Street Address      City        State         Zip  

Contact Person, Title      Phone          Fax 

TYPE OF SUBMISSION:  

The Questionnaire being submitted is:  

□ An initial submission of a completed Questionnaire.

□ An update of a prior Questionnaire dated ______/______/______.

□ No change. I certify under penalty of perjury under the laws of the State of California that there has been no
change to any of the responses since the last Responsibility Questionnaire dated   ______/______/______
was submitted by the firm.   Attach a copy of that Questionnaire and sign below.

Print Name, Title                 Signature              Date 

TOTAL NUMBER OF PAGES SUBMITTED, INCLUDING ALL ATTACHMENTS: ___________ 
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B. BUSINESS ORGANIZATION/STRUCTURE
Indicate the organizational structure of your firm. “Firm” includes a sole proprietorship, corporation, joint
venture, consortium, association, or any combination thereof.

□ Corporation: Date incorporated: _____/_____/_____   State of incorporation: ____________
List the corporation’s current officers.

President: 

Vice President: 

Secretary: 

Treasurer: 

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

□ Limited Liability Company: Date of formation: _____/_____/_____   State of formation: ____________
List members who own 5% or more of the company.  Use Attachment A if more space is needed.

□ Partnership: Date formed: _____/_____/_____   State of formation: ____________
List all partners in your firm. Use Attachment A if more space is needed.

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

□ Joint Venture:   Date formed: _____/_____/_____
List: (1) each firm that is a member of the joint venture and (2) the percentage of ownership the firm will
have in the joint venture. Use Attachment A if more space is needed.  Each member of the Joint 
Venture must complete a separate Questionnaire for the Joint Venture’s submission to be 
considered as responsive to the invitation.   
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C. OWNERSHIP AND NAME CHANGES

1. Is your firm a subsidiary, parent, holding company, or affiliate of another firm?

□ Yes □ No

If Yes, explain on Attachment A the relationship between your firm and the associated firms.  Include 
information about an affiliated firm only if one firm owns 50% or more of another firm, or if an owner, 
partner or officer of your firm holds a similar position in another firm. 

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

□ Yes □ No

If Yes, list on Attachment A the names and addresses of all such businesses, and the person who 
operated the business.  Include information about a similar business only if an owner, partner or officer of 
your firm holds a similar position in another firm. 

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

□ Yes □ No

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

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

□ Yes □ No

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

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

The responses in this Questionnaire will not be made available to the public for review. This is not a 
public document. [ CPCC §20101(a) ] 
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D. FINANCIAL RESOURCES AND RESPONSIBILITY

5. Is your firm now, or has it ever been at any time in the last five years, the debtor in a bankruptcy case?

□ Yes □ No

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

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

□ Yes □ No

If Yes, explain the circumstances on Attachment B.

E. PERFORMANCE HISTORY

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

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

□ Yes □ No

If, Yes, list on an Attachment B all contracts your firm has had with the City of Los Angeles for the last 10 
years. For each contract listed in response to this question, include: (a) entity name; (b) purpose of 
contract; (c) total cost; (d) starting date; and (e) ending date. 

9. List on Attachment B all contracts your firm has had with any private or governmental entity (other than the
City of Los Angeles) over the last five years that are similar to the work to be performed on the contract for
which you are bidding or proposing. For each contract listed in response to this question, include: (a) entity
name; (b) purpose of contract; (c) total cost; (d) starting date; and (e) ending date.

□ Check the box if you have not had any similar contracts in the last five years

10. In the past five years, has a governmental or private entity or individual terminated your firm’s contract prior
to completion of the contract?

□ Yes □ No

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

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

□ Yes □ No

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

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

□ Yes □ No

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

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

(a) Payment to subcontractors?

□ Yes □ No

(b) Work performance on a contract?

□ Yes □ No

(c) Employment-related litigation brought by an employee?

□ Yes □ No

14. Does your firm have any outstanding judgements pending against it?

□ Yes □ No

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

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

□ Yes □ No

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

G. COMPLIANCE

16. In the past five years, has your firm or any of its owners, partners or officers, ever been investigated, cited,
assessed any penalties, or been found to have violated any laws, rules, or regulations enforced or
administered, by any of the governmental entities listed on Attachment C (Page 9)? For this question, the
term “owner” does not include owners of stock in your firm if your firm is a publicly traded corporation.

□ Yes □ No

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

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

□ Yes □ No

If Yes, explain on Attachment B the circumstances surrounding each instance in the last five years.
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18. In the past five years, has your firm, any of its owners, partners, or officers, ever been penalized or given a
letter of warning by the City of Los Angeles for failing to obtain authorization from the City for the
substitution of a Minority-owned (MBE), Women-owned (WBE), or Other (OBE) business enterprise?

□ Yes □ No

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

H. BUSINESS INTEGRITY

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

(a) Is a governmental entity or public utility currently investigating your firm for making (a) false claim(s) or
material misrepresentation(s)?

□ Yes     □ No

(b) In the past five years, has a governmental entity or public utility alleged or determined that your firm
made (a) false claim(s) or material misrepresentation(s)?

□ Yes     □ No

(c) In the past five years, has your firm been convicted or found liable in a civil suit for, making (a) false
claim(s) or material misrepresentation(s) to any governmental entity or public utility?

□ Yes     □ No

20. In the past five years, has your firm or any of its owners or officers been convicted of a crime involving the
bidding of a government contract, the awarding of a government contract, the performance of a
government contract, or the crime of fraud, theft, embezzlement, perjury, bribery? For this question, the
term “owner” does not include those who own stock in a publicly traded corporation.

□ Yes □ No

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

CERTIFICATION UNDER PENALTY OF PERJURY 

I certify under penalty of perjury under the laws of the State of California that I have read and understand the 
questions contained in this questionnaire and the responses contained on all Attachments.  I further certify that 
I have provided full and complete answers to each question, and that all information provided in response to 
this Questionnaire is true and accurate to the best of my knowledge and belief. 

Print Name, Title Signature Date 
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ATTACHMENT A FOR SECTIONS A THROUGH C 

Where additional information or an explanation is required, use the space below to provide the information or 
explanation. Information submitted on this sheet must be typewritten or printed in ink. Include the number of 
the question for which you are submitting additional information. Make copies of this Attachment if additional 
pages are needed. 
Page _____ 
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ATTACHMENT B FOR SECTIONS D THROUGH H 

Where additional information or an explanation is required, use the space below to provide the information or 
explanation. Information submitted on this sheet must be typewritten or printed in ink. Include the number of 
the question for which you are submitting additional information. Make copies of this Attachment if additional 
pages are needed. 
Page _____ 
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ATTACHMENT C: GOVERNMENTAL ENTITIES FOR QUESTION NO. 16 

Check Yes in response to Question No. 16 if your firm or any of its owners, partners or officers, have ever 
been investigated, cited, assessed any penalties, or found to have violated any laws, rules, or regulations 
enforced or administered, by any of the governmental entities listed below (or any of its subdivisions), including 
but not limited to those examples specified below. The term “owner” does not include owners of stock in your 
firm if your firm is a publicly traded corporation.  If you answered Yes, provide an explanation on Attachment B 
of the circumstances surrounding each instance, including the entity involved, the dates of such instances, and 
the outcome.   

FEDERAL ENTITIES 

Federal Department of Labor  
• American with Disabilities Act
• Immigration Reform and Control Act
• Family Medical Leave Act
• Fair Labor Standards Act
• Davis-Bacon and laws covering wage requirements

for federal government contract workers
• Migrant and Seasonal Agricultural Workers

Protection Act
• Immigration and Naturalization Act
• Occupational Safety and Health Act
• anti-discrimination provisions applicable to

government contractors and subcontractors
• whistleblower protection laws

Federal Department of Justice 
• Civil Rights Act
• American with Disabilities Act
• Immigration Reform and Control Act of 1986
• bankruptcy fraud and abuse

Federal Department of Housing and Urban 
Development (HUD)  
• anti-discrimination provisions in federally

subsidized/assisted/sponsored housing programs
• prevailing wage requirements applicable to HUD

related programs

Federal Environmental Protection Agency  
• Environmental Protection Act

National Labor Relations Board  
• National Labor Relations Act

Federal Equal Employment Opportunity 
Commission  
• Civil Rights Act
• Equal Pay Act
• Age Discrimination in Employment Act
• Rehabilitation Act
• Americans with Disabilities Act

STATE ENTITIES 

California’s Department of Industrial Relations 
• wage and labor standards, and licensing and

registration
• occupational safety and health standards
• workers’ compensation self insurance plans
• Workers’ Compensation Act
• wage, hour, and working standards for apprentices
• any provision of the California Labor Code

California’s Department of Fair Employment and 
Housing  
• California Fair Employment and Housing Act
• Unruh Civil Rights Act
• Ralph Civil Rights Act

California Department of Consumer Affairs 
• licensing, registration, and certification

requirements
• occupational licensing requirements administered

and/or enforced by any of the Department’s
boards, including the Contractors’ State Licensing
Board

California’s Department of Justice 

LOCAL ENTITIES 

City of Los Angeles or any of its subdivisions for 
violations of any law, ordinance, code, rule, or 
regulation administered and/or enforced by the City, 
including any letters of warning or sanctions issued by 
the City of Los Angeles for an unauthorized substitution 
of subcontractors, or unauthorized reductions in dollar 
amounts subcontracted. 

OTHERS 

Any other federal, state, local governmental entity 
for violation of any other federal, state, or local law or 
regulation relating to wages, labor, or other terms and 
conditions of employment. 



CITY OF LOS ANGELES  
PLEDGE OF COMPLIANCE WITH CONTRACTOR RESPONSIBILITY ORDINANCE 

Los Angeles Administrative Code (LAAC) Section 10.40 et seq. (Contractor Responsibility Ordinance) 
provides that, unless specifically exempt, City contractors working under service contracts of at least 
$25,000 and three months, contracts for services and for purchasing goods and products that involve a 
value in excess of twenty-five thousand dollars ($25,000) and a term in excess of three months are 
covered by this Article; and construction contracts of any amount; public lessees; public licensees; and 
certain recipients of City financial assistance or City grant funds, shall comply with all applicable 
provisions of the Ordinance. Upon award of a City contract, public lease, public license, financial 
assistance or grant, the contractor, public lessee, public licensee, City financial assistance recipient, or 
grant recipient, and any its subcontractor(s), shall submit this Pledge of Compliance to the awarding 
authority. 

The contractor agrees to comply with the Contractor Responsibility Ordinance and the following 
provisions:  

(a) To comply with all federal, state, and local laws in the performance of the contract, including but not
limited to laws regarding health and safety, labor and employment, wage and hours, and licensing
laws, which affect employees.

(b) To notify the awarding authority within 30 calendar days after receiving notification that any
governmental agency has initiated an investigation which may result in a finding that the contractor
did not comply with any federal, state, or local law in the performance of the contract, including but
not limited to laws regarding health and safety, labor and employment, wage and hours, and licensing
laws, which affect employees.

(c) To notify the awarding authority within 30 calendar days of all findings by a governmental agency or
court of competent jurisdiction that the contractor has violated any federal, state, or local law in the
performance of the contract, including but not limited to laws regarding health and safety, labor and
employment, wage and hours, and licensing laws which affect employees.

(d) If applicable, to provide the awarding authority, within 30 calendar days, updated responses to the
Responsibility Questionnaire if any change occurs which would change any response contained
within the Responsibility Questionnaire and such change would affect the contractor’s fitness and
ability to continue the contract.

(e) To ensure that subcontractors working on the City agreement (including contractors or subcontractors
of a public lessee, licensee, sublessee, or sublicensee that perform or assist in performing services
on the leased or licensed premises) shall comply with all federal, state, and local laws in the
performance of the contract, including but not limited to laws regarding health and safety, labor and
employment, wage and hours, and licensing laws, which affect employees.

(f) To ensure that subcontractors working on the City agreement (including contractors or subcontractors
of a public lessee, licensee, sublessee, sublicensee that perform or assist in performing services on
the leased or licensed premises) submit a Pledge of Compliance. 

(g) To ensure that subcontractors working on the City agreement (including contractors or subcontractors
of a public lessee, licensee, sublessee, or sublicensee that perform or assist in performing services
on the leased or licensed premises) shall comply with paragraphs (b) and (c).

Failure to complete and submit this form to the Awarding Authority may result in withholding of 
payments by the City Controller, or contract termination. 

Company Name, Address and Phone Number 

Signature of Officer or Authorized Representative  Date 

Print Name and Title of Officer or Authorized Representative 

Awarding City Department  Contract Number 

SRIS/CRO-3, Pledge of Compliance (Rev. 5/07/2014) 



ATTACHMENT C

EQUAL BENEFITS ORDINANCE and FIRST SOURCE 
HIRING ORDINANCE  

Effective July 1, 2016, the First Source Hiring Ordinance Compliance 
affidavit was combined with the Equal Benefits Ordinance affidavit into a web 

application form and can be accessed on the City of Los Angeles Internet site for 
the Bureau of Contract Administration at 

www.labavn.org 



ATTACHMENT D

DISCLOSURE ORDINANCE PACKAGE

All Bidders/Proposers shall complete the web affidavit for the Slavery Disclosure 

Ordinance/Disclosure of Border Wall Contracting Ordinance

 available on the City's Business Assistance Virtual  

Network (BAVN) at www.labavn.org 

Slavery Disclosure Ordinance 

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

Any contract awarded pursuant to this RFP is subject to the disclosure requirements of 
the Disclosure of Border Wall Contracting Ordinance (DBWCO), LAAC Section 10.50 et 
seq.  

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

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



ATTACHMENT E

BIDDER CEC FORMS PACKAGE 

1. Bidder Certification CEC Form 50, Rev 2/14, 1 page
2. Los Angeles Administrative Code Section 10.37.1(I) and 10.40.1(h), 1 page
3. Bidder Contributions CEC Form 55, Rev 2/16, 3 pages
4. Form 55 Instructions, Rev 02/16, 5 pages



Revised February 2014 Los Angeles Municipal Code § 48.09(H) 

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

1 of 1 

Name of Bidder: 

Awarding Authority (Department): 

Phone: 

This form must be submitted to the awarding authority with your bid 
or proposal for the contract noted below.  Please write legibly.  

CERTIFICATION 

I certify the following on my own behalf or on behalf of the entity named above, which I am authorized to represent: 

A. I am a person or entity that is applying for a contract with the City of Los Angeles.

B. The contract for which I am applying is an agreement for one of the following:
1. The performance of work or service to the City or the public;
2. The provision of goods, equipment, materials, or supplies;
3. Receipt of a grant of City financial assistance for economic development or job growth, as further described

in Los Angeles Administrative Code § 10.40.1(h); or
4. A public lease or license of City property where both of the following apply, as further described in Los

Angeles Administrative Code § 10.37.1(l):
a. I provide services on the City property through employees, sublessees, sublicensees, contractors, or

subcontractors, and those services:
i. Are provided on premises that are visited frequently by substantial numbers of the public; or
ii. Could be provided by City employees if the awarding authority had the resources; or
iii. Further the proprietary interests of the City, as determined in writing by the awarding authority.

b. I am not eligible for exemption from the City’s living wage ordinance, as eligibility is described in Los
Angeles Administrative Code § 10.37.1(l)(b).

C. The value and duration of the contract for which I am applying is one of the following:
1. For goods or services contracts—a value of more than $25,000 and a term of at least three months;
2. For financial assistance contracts—a value of at least $100,000 and a term of any duration; or
3. For construction contracts, public leases, or licenses—any value and duration.

D. I acknowledge and agree to comply with the disclosure requirements and prohibitions established in the Los
Angeles Municipal Lobbying Ordinance if I qualify as a lobbying entity under Los Angeles Municipal Code §
48.02.

I certify under penalty of perjury under the laws of the City of Los Angeles and the state of California that the       
information in this form is true and complete. 

Date: Signature: 

Name: 

Title: 

Bid/Contract/BAVN Number: 

 Original filing   Amended filing (original signed on _______________; last amendment signed on _______________) 

Address: 

Email: 



Los Angeles Administrative Code § 10.40.1

(h) ’”City Financial Assistance Recipient” means any person who receives from the City
discrete financial assistance in the amount of One Hundred Thousand Dollars
($100,000.00) or more for economic development or job growth expressly articulated
and identified by the City, as contrasted with generalized financial assistance such as
through tax legislation.

Categories of such assistance shall include, but are not limited to, bond financing, planning assistance, tax
increment financing exclusively by the City, and tax credits, and shall not include assistance provided by the
Community Development Bank.  City staff assistance shall not be regarded as financial assistance for
purposes of this article.  A loan shall not be regarded as financial assistance.  The forgiveness of a loan
shall be regarded as financial assistance.  A loan shall be regarded as financial assistance to the extent of
any differential between the amount of the loan and the present value of the payments thereunder,
discounted over the life of the loan by the applicable federal rate as used in 26 U.S.C. Sections 1274(d),
7872(f).  A recipient shall not be deemed to include lessees and sublessees.

Los Angeles Administrative Code § 10.37.1 

(l) “Public lease or license”.

(a) Except as provided in (l)(b), “Public lease or license” means a lease or license of  City property on
which services are rendered by employees of the public lessee or licensee or sublessee or
sublicensee, or of a contractor or subcontractor, but only where any of the following applies:

(1) The services are rendered on premises at least a portion of which is visited by
substantial numbers of the public on a frequent basis (including, but not limited to,
airport passenger terminals, parking lots, golf courses, recreational facilities); or

(2) Any of the services could feasibly be performed by City employees if the awarding
authority had the requisite financial and staffing resources; or

(3) The DAA has determined in writing that coverage would further the proprietary
interests of the City.

(b) A public lessee or licensee will be exempt from the requirements of this article
subject to the following limitations:

(1) The lessee or licensee has annual gross revenues of less than the annual
gross revenue threshold, three hundred fifty thousand dollars ($350,000), from business
conducted on City property;

(2) The lessee or licensee employs no more than seven (7) people total in the
company on and off City property;

(3) To qualify for this exemption, the lessee or licensee must provide proof of its gross revenues
and number of people it employs in the company’s entire workforce to the awarding authority
as required by regulation;

(4) Whether annual gross revenues are less than three hundred fifty thousand dollars ($350,000)
shall be determined based on the gross revenues for the last tax year prior to application or
such other period as may be established by regulation;

(5) The annual gross revenue threshold shall be adjusted annually at the same rate and at the
same time as the living wage is adjusted under section 10.37.2 (a);

(6) A lessee or licensee shall be deemed to employ no more than seven (7) people if the
company’s entire workforce worked an average of no more than one thousand two-hundred
fourteen (1,214) hours per month for at least three-fourths (3/4) of the time period that the
revenue limitation is measured;

(7) Public leases and licenses shall be deemed to include public subleases and
sublicenses;

(8) If a public lease or license has a term of more than two (2) years, the exemption granted
pursuant to this section shall expire after two (2) years but shall be renewable in two-year
increments upon meeting the requirements therefor at the time of the renewal application or
such period established by regulation.
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This form must be completed in its entirety and submitted with your bid or proposal to the City 
department that is awarding the contract.  Failure to submit a completed form may affect your bid or 
proposal.  If you have questions about this form, please contact the Ethics Commission. 

Ethics Commission 
200 N Spring Street  
City Hall — 24th Floor 
Los Angeles, CA  90012 
(213) 978-1960
ethics.lacity.org

Description of Contract (title of RFP and services to be provided): 

Date Bid Submitted: Reference Number (bid or contract number, if applicable): 

City Department Awarding the Contract: 

SCHEDULE SUMMARY 

Please complete all three of the following: 

1. SCHEDULE A — Bidder’s Principals (check one)

 The bidder is the individual listed above and has no other principals (Schedule A is not
required).

 The bidder is the individual listed above or an entity and has other principals, who are listed on
the attached Schedule A pages.

2. SCHEDULE B — Subcontractors and Their Principals (check one)

 The bidder has no subcontractors on this bid or proposal whose subcontracts are worth

$100,000 or more (Schedule B is not required).

 The bidder has one or more subcontractors on this bid or proposal with subcontracts worth
$100,000 or more, and those subcontractors and their principals are listed on the attached
Schedule B pages.

3. TOTAL NUMBER OF PAGES SUBMITTED (including this cover page):  ______

BIDDER INFORMATION 

Name: 

Address: 

Email:  Phone: 

 Original filing   Amended filing (original signed on ___________; last amendment signed on ___________) 

BIDDER’S CERTIFICATION 

I certify that I understand, will comply with, and have notified my principals and subcontractors of the requirements and     
restrictions in Los Angeles City Charter section 470(c)(12) and any related ordinances.  I certify under penalty of perjury under 
the laws of the City of Los Angeles and the state of California that the information provided on this form and the attached pages 
is true and complete to the best of my knowledge and belief.   

Date: Signature: 

Name: 

Title: 
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Ethics Commission 
200 N Spring Street  
City Hall — 24th Floor 
Los Angeles, CA  90012 
(213) 978-1960
ethics.lacity.org

SCHEDULE A — BIDDER’S PRINCIPALS 

Please identify the names and titles of all of the bidder’s principals (attach additional sheets if 
necessary).  Principals include a bidder’s board chair, president, chief executive officer, chief 
operating officer, and individuals who serve in the functional equivalent of one or more of those 
positions.  Principals also include individuals who hold an ownership interest in the bidder of at least 
20 percent and employees of the bidder who are authorized by the bid or proposal to represent the 
bidder before the City. 

 Check this box if additional Schedule A pages are attached.

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 
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Ethics Commission 
200 N Spring Street  
City Hall — 24th Floor 
Los Angeles, CA  90012 
(213) 978-1960
ethics.lacity.org

SCHEDULE B — SUBCONTRACTORS AND THEIR PRINCIPALS 

Please identify all subcontractors whose subcontracts are worth $100,000 or more. Separate 
Schedule B pages are required for each subcontractor who meets that threshold.    

Subcontractor:  

Address: 

Check one of the following: 

 The subcontractor listed above is an individual and has no other principals.

 The subcontractor listed above is an individual or an entity and has principals, and their names and
titles are identified below (attach additional sheets if necessary).  Principals include a sub-
contractor’s board chair, president, chief executive officer, chief operating officer, and individuals
who serve in the functional equivalent of one or more of those positions.  Principals also include
individuals who hold an ownership interest in the subcontractor of at least 20 percent and
employees of the subcontractor who are authorized by the bid or proposal to  represent the
subcontractor before the City.

 Check this box if additional Schedule B pages are attached.

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 

Name:  Title:  

Address: 
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Ethics Commission 
200 N Spring Street  
City Hall — 24th Floor 
Los Angeles, CA 90012 
(213) 978-1960
ethics.lacity.org

Bidders who respond to certain City contract solicitations are limited by City law in their 
ability to financially participate in City elections.  They are prohibited from making 
campaign contributions to and engaging in certain fundraising activity for City candidates 
and officeholders.  They are also required to disclose their identities and the identities of 
their subcontractors and principals.  Form 55 must be used for that purpose, and these 
instructions provide information about how to complete it.   

Bidder Responsibilities 

You are a bidder required to complete Form 55 when all of the following apply: 

♦ You submit a response or proposal for an RFP (request for proposals), RFQ (request for
qualifications, RFB (request for bids), or any other written or verbal request to enter into a City
contract; and

♦ The contract you seek is expected to be valued at $100,000 or more; and

♦ The contract must be approved by an elected office (City Council, Mayor, City Controller, or
City Attorney).

You are required to do all of the following: 

1. Submit your Form 55 with your bid or proposal documents to the City
department awarding the contract.

2. Amend your Form 55 within 10 days if the information in the form changes
after you submit it with your bid.

3. Notify your principals and subcontractors of the campaign finance
restrictions and requirements that apply to them.

If you have questions about Form 55, please contact the Ethics Commission. 

(213) 978-1960

ethics.bidder@lacity.org 

Form 55 is used to disclose information about the following individuals and entities: 

 You (the bidder);

 Your principals;

 Your subcontractors with subcontracts valued at $100,000 or more; and

 The principals of those subcontractors.

The campaign finance restrictions and requirements in Los Angeles City 
Charter § 470(c)(12) and Los Angeles Municipal Code § 49.7.35 apply to 
all of those individuals and entities.  They are subject to the laws because of the 
positions they hold in relation to a City bid, not because they are disclosed on your 
Form 55. 



February 2016 Page 2 of 5 Los Angeles City Charter § 470(c)(12) 
Los Angeles Municipal Code §§ 49.7.35(B)(3), (4) 

Ethics Commission 
200 N Spring Street  
City Hall — 24th Floor 
Los Angeles, CA 90012 
(213) 978-1960
ethics.lacity.org

You must complete all sections on the cover page. 

A. Original or Amended Filing

Original Filing – Check this box if this is the first time you are submitting a Form 55 in
connection with a City contract that you currently seek or have been awarded.

Amended Filing – Check this box if you are making changes to a Form 55 that was previously
submitted in connection with the same City contract that you are seeking or have been
awarded.  For an amended filing, you must provide the later of:

 The date that your original Form 55 submission was signed, or 
 The date that your most recent amendment was signed.  

Example 1 
Your law firm submitted a Form 55 last month when responding to an RFP with the 
City Attorney’s Office for legal services.  Your law firm is now responding to an RFP 
with the Port of Los Angeles for a different contract to provide legal services.  Check 
the “Original Filing” box on the Form 55 submitted to the Port, because this is the first 
time your firm is submitting Form 55 in connection with the legal services contract 
with the Port. 

Example 2 
Your company submitted a Form 55 last week when responding to an RFP with the 
Department of Water and Power (DWP) for construction services. This week, your 
company moved its offices to a new location.  Your company is required to update its 
contact information on the Form 55 submitted with its proposal.  Check the “Amended 
Filing” box, because your company is submitting an updated version of the Form 55 that 
was submitted in connection with the same construction services contract with DWP. 

B. Reference Number

If applicable, provide the bid number, contract number, RFP number, or other identifying
number or code assigned to the bid or potential contract that you seek.  You can usually find
this number on the City solicitation package (e.g., the RFP documents).  However, not all
solicitations have a reference number.

If there is no reference number for the bid or contract, enter “N/A” in this box.

C. Date Bid Submitted

Enter the date that you submit your bid or response documents to the City department
awarding the contract.

D. Description of Contract

Provide the following information in this section:

 Title of the RFP, RFQ, or RFB as listed on the City solicitation documents; and

 Description of the services to be provided under the contract sought.

A brief description of the contract is usually given in the RFP, RFQ, RFB, or solicitation 
documents.  If you cannot find one, describe what will be performed under the contract. 
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E. City Department Awarding the Contract

Provide the name of the City department that will be awarding the contract you seek.

F. Bidder Information

Provide all of the following information:

 Your full legal name;

 Your street address;

 Your telephone number; and

 Your email address.

The email address and telephone number provided in this section will be used to contact you if 
there are questions about the information provided in your Form 55.  Remember to amend your 
Form 55 to keep this information current. 

G. Schedule Summary

1. Schedule A – Bidder’s Principals

In this section, indicate whether you have principals to disclose.  Check only one box in this 

section.  A principal is any of the following: 

 Board chair; 
 President; 
 Chief executive officer; 
 Chief operating officer; 
 An individual who serves in the functional equivalent of one of the above positions; 
 An individual who holds an ownership interest of 20% or more; or 
 An employee authorized to represent you before the City regarding this contract. 

Check the first box if you are an individual and do not have other principals. 

Check the second box if you are an entity (corporation, company, partnership, organization, 
etc.) or if you are an individual who has other principals.  Attach to the cover page as many 
Schedule A pages as necessary to identify all of your principals. 

Example 1 
You are putting together a proposal for a City contract on behalf of your employer, 
Bidder, Inc.  The proposal must include a Form 55.  Because Bidder, Inc. is an entity, 
you must check the second box and disclose Bidder, Inc.’s principals on attached 
Schedule A pages. 

Example 2 
You are an individual submitting a proposal for a City contract and must complete a 
Form 55.  You have two employees who are authorized to represent you before the 
City on this proposal.  You must check the second box and disclose yourself and 
those employees as your principals on attached Schedule A pages. 

Most bidders are entities that have principals.  So most 
bidders must check the second box and attach Schedule A 
pages to the cover page. 
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2. Schedule B – Subcontractors and Their Principals

In this section, indicate whether you have one or more subcontractors with subcontracts valued 
at $100,000 or more on the City contract you seek.  Check only one box in this section. 

Check the first box if you do not have subcontractors with subcontracts worth $100,000 or 
more. 

Check the second box if you do have subcontractors with subcontracts worth $100,000 or 
more.  Attach to the cover page as many Schedule B pages as necessary to identify all of your 
subcontractors and their principals. 

Example 1 
Your construction company is submitting a response to a City RFP to provide 
construction services on a development project and must submit a Form 55.  For the 
proposed project, you expect to hire ABC Company as a subcontractor that will 
perform $50,000 worth of work and XYZ Corporation as another subcontractor that 
will perform $200,000 worth of work.  Check the second box and attach Schedule B 
pages to disclose XYZ Corporation and its principals. 

Example 2 
Your architecture firm is submitting a response to a City RFP to provide landscape 
design services at a new park, and a Form 55 is required.  For the proposed project, 
you expect to hire two subcontractors:  More Sunshine, Inc., which will provide 
consulting services worth $30,000; and Beautiful Parks Company, which will perform 
$85,000 worth of the work.  Check the first box, indicating that you do not have any 
subcontractors with subcontracts valued at $100,000 or more. 

3. Total Number of Pages Submitted

Enter the total number of Form 55 pages that you are submitting, including the cover page and 
all attached Schedule A and B pages.  

H. Bidder’s Certification

Form 55 must be signed by an authorized representative of the bidder.  By signing this section, you 
are certifying under penalty of perjury all of the following: 

 You understand and will comply with the requirements and restrictions in Los Angeles
City Charter § 470(c)(12) and Los Angeles Municipal Code § 49.7.35;

 You have notified your principals and subcontractors of the requirements and restrictions;
and

 The information you provided in the Form 55 and all attached pages is true and complete
to the best of your knowledge and belief.
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You must complete this section to disclose your principals.  See page 3 of these instructions for a 
definition of “principal”. 

Provide the name, title, and address for each of your principals.  If you need more space, mark the 
box indicating that you are attaching additional Schedule A pages.  You may attach as many 
additional Schedule A pages as necessary to disclose all of your principals.   

Remember to include all attached Schedule A pages in 
the total page count on your cover page. 

You must complete this section to disclose your subcontractors with subcontracts worth $100,000 or 
more.  You must also disclose the principals of those subcontractors.  “Principal” is defined the 
same for bidders and for subcontractors.  See page 3 of these instructions for the definition. 

You must submit at least one Schedule B page for each subcontractor.  Provide the name and 
address of the subcontractor, and then mark the appropriate box to indicate whether the 
subcontractor has principals.   

If a subcontractor has more principals than will fit on one page—or if you have multiple 
subcontractors to disclose—mark the box indicating that you are attaching additional Schedule B 
pages.  You may attach as many additional Schedule B pages as necessary to disclose all of your 
subcontractors with subcontracts worth $100,000 or more and all of their principals.   

Remember to include all attached Schedule B pages in 
the total page count on your cover page. 
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ATTACHMENT F

NON-COLLUSION AFFIDAVIT 

1. Non-Collusion Affidavit, 1 page



NON-COLLUSION AFFIDAVIT

The appropriate, authorized operator’s designate must sign and affix the corporate seal (see space
below).

I, , depose and say that I am

, of ,
(“President,” “Vice-President,” etc.) (Insert Name and Address of Organization

who submits this proposal to the City of Los Angeles, City Attorney’s Office, and hereby declare that
this proposal is genuine, and not sham or collusive, nor made in the interest or in behalf of any person
not herein named and the proposer had not directly induced or solicited any other proposer to put in
a sham proposal, or any other person, firm, or corporation to refrain from submitting a proposal, and
that the proposer has not in any manner sought by collusion to secure for him/herself an advantage
over any other proposer.

Date:   at 
(Month, Day, Year) (City, State)

    (Corporate Seal) I certify under penalty of perjury that the foregoing is correct.  

(Signature)
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