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TOWN OF COLMA 

EL CAMINO REAL BICYCLE AND PEDESTRIAN  

IMPROVEMENT PLAN 

 

SECTION I - GENERAL INFORMATION 
 

1. INTRODUCTION 

 

The Town of Colma (Town) is seeking proposals from qualified Consultants to provide consulting 

services to develop the El Camino Real Bicycle and Pedestrian Improvement Plan (Plan).  

The Plan will be funded by California Department of Transportation (Caltrans) Sustainable 

Transportation Planning Grant Program through the Senate Bill No.1 (SB 1), the Road Repair and 

Accountability Act 2017.  

The Plan will evaluate existing conditions along the El Camino Real (ECR) from Daly City to South 

San Francisco, address bicycle and pedestrian infrastructure and connectivity deficiencies, while 

developing a conceptual plan for the various improvements/enhancements along ECR. The Plan 

will need to address public transit connectivity, provide continuous bicycling and walking paths, 

demonstrate how such improvements will reduce greenhouse gas (GHG) emissions and vehicle 

miles of travel (VMT). The Plan shall incorporate Vision Zero strategies with an emphasis on 

increasing safe, healthy and equitable mobility for all ages, abilities and incomes. It is critical that 

the Plan process engages the local community, disadvantaged communities, neighboring cities 

and Caltrans in decision making process. The final Plan will include an implementation strategy, 

design concept, funding sources, partnerships and programs.  

The proposals submitted in response to this RFP should include information demonstrating 

Consultant’s experience in conducting similar projects. Consultant must also demonstrate 

experience in community outreach processes engaging public involvement with a strong 

emphasis regarding the needs of the disadvantaged communities. 

 

2. BACKGROUND 

 

El Camino Real, (State Highway 82), is a major north-south arterial road that runs through Town 

of Colma starting from Daly City (Northern border) to South San Francisco (Southern border). 

ECR has three travel lanes in each direction narrowing southbound to two lanes in each direction. 

It has a posted speed limits that vary from 35 mph to 40 mph. ECR provides access to the two 

Bay Area Rapid Transit (BART) stations at both north and south limits of the Town and a number 

of Samtrans bus stops along the corridor (See Project Location Map in Attachment A).   

The ECR corridor within the Town of Colma has some major deficiencies that hold back the public 

who want to use the ECR corridor as their path of travel when walking, biking or using public 

transportation. Highlights of some, but not limited to, of the deficiencies along ECR are listed 

below: 
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• The lack of continuous compliant sidewalks has hampered the public from using the 

ECR corridor as their path of travel and when used it has posed unsafe conditions to 

the public due to non-compliant or even the lack of a sidewalk, pedestrians are 

compromised by either walking on the shoulder or in the road itself.   

• Although ECR is a designated bicycle route (see Bicycle and Transit Facilities Exhibit 

in Attachment A), ECR lacks bicycle lanes and bicycle facilities along the entire 

corridor. 

• A significant safety issue is the current configuration of the unsignalized ECR/Mission 

Road intersection and lack of pedestrian and bicycle crossing at that part of the 

roadway.     

El Camino Real serves as a gateway to several existing housing developments and several other 

opportunity sites that are slated for future housing projects. Verano HOA, a 63-unit transit-oriented 

community, was built at the southwest corner of Mission Road. Mercy Housing, an affordable 

housing developer, are building a new 66-unit affordable housing community, Veteran’s Village, 

nearby ECR-Mission Road intersection. Two housing opportunity sites near the entrance to the 

Colma BART Station. This increased number in housing units will increase the vehicular traffic as 

well as number of pedestrians and bicyclists using ECR. The additional non-vehicular and public 

transportation traffic will require improving accessibility, mobility and circulation those in the public 

who choose to use the ECR corridor for work or pleasure.  

The deficiencies of bicycle and pedestrian infrastructure have also been identified in Colma 

Systemic Safety Analysis Report (SSAR) that the Town certified in November 2018. This project 

was sponsored by a Caltrans Systemic Safety Analysis Report Program (SSARP). The study 

completed an extensive analysis of reported crash data, including pedestrian and bicycle 

accidents. The study recommends various countermeasures (viable safety solutions) and 

location-specific projects to improve roadway safety performance. The proposed systemic 

treatments include, installing missing sidewalks; installing bicycle lanes on both sides of ECR; 

installing controlled pedestrian/bicycle crossings at several uncontrolled crosswalks; in addition 

to other systemic safety countermeasures which will improve safety for all road users. 

The Town has a goal of providing a safe and accessible roadway for pedestrians, bicyclists and 

transit users of all ages, abilities and incomes. The proposed Plan demonstrating the required 

improvements will make it desirable and safer for pedestrians, bicyclists and riders that use public 

transportation when entering the Town through the ECR corridor. 

 

3. INSTRUCTIONS TO PROPOSERS 
 

This Request for Proposal (RFP) seeks proposals from interested and qualified Consultants to 

prepare the El Camino Real Bicycle and Pedestrian Improvement Plan. Proposers must be able 

to demonstrate that they are capable of performing the services as requested. Such evidence 

includes, but is not limited to, the respondent's demonstrated competency and experience in 

delivering services of a similar scope and type and local availability of the proposer's personnel 

and facilities. 

The Consultant’s proposal will be evaluated and ranked according to the criteria provided in 
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Section VI “Proposal Evaluation and Selection Process” of the RFP. 

 

A pre-proposal conference is scheduled on Thursday, January 31, 2019, at 2:00pm in Colma 

Town Hall, 1198 El Camino Real, Colma, CA 94014, where the Town will provide an overview of 

the project’s scope of work, discuss the existing site conditions, and answer any questions. This 

is a non-mandatory meeting, but interested Consultants are highly encouraged to attend. 

    

Questions and clarification inquiries about this RFP must be received by 2:00 P.M., Tuesday, 

February 5, 2019 and should be directed in writing or via email to: 

Town of Colma 
1198 El Camino Real 

Colma, CA 94014-3212 

Telephone: (650)757-8888 

Fax: (650)757-8890 

Attention:  Abdulkader Hashem 

Email: ahashem@colma.ca.gov 

 

Responses to questions and clarification inquiries that do not provide an unfair advantage or new 

information to the Consultant submitting the question will be answered directly without formal 

record or addenda. Responses that provide new information or changes to the RFP documents 

will be issued to all proposers as addenda to the RFP.  

Consultants are directed to submit one (1) original and four (4) hard copies of proposals and one 

(1) electronic copy in PDF format on a USB Flash Drive.  All printing shall be double-sided. One 

(1) original cost proposal shall be submitted in a separate sealed envelope from the proposal 

in accordance with Section IV “Proposal Requirements”. The proposal packages, including hard 

copies of the proposal, the cost proposal and the USB Flash Drive containing the electronic copy 

of proposal, shall be delivered to Town of Colma no later than 2:00 P.M. Pacific Standard Time 

(PST), Wednesday, February 20, 2019. The proposal package shall be submitted as a sealed 

package clearly marked “El Camino Real Bicycle and Pedestrian Improvement Plan” to the 

following address: 

Town of Colma 

Department of Public Works 

1198 El Camino Real 

Colma, CA 94014-3212 

 

Proposals received after the time and date specified above will be considered nonresponsive 

and will be held unopened for Consultant pick-up at the delivery location. 

 

Any proposals received prior to the time and date specified above may be withdrawn or modified 

by written request of the Consultant prior to the deadline to submit proposals. 

 

Unsigned proposals or proposals signed by an individual not authorized to bind the prospective 

Consultant will be considered nonresponsive and rejected. 

mailto:ahashem@colma.ca.gov
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The anticipated Consultant selection schedule is described in the Tentative Project Schedule 

below: 

 

  EVENT   ESTIMATED DATE 

  RFP Release Date   January 23, 2019 

  Pre-Proposal Meeting (non-mandatory)   January 31, 2019 

  Deadline to Submit Written Questions   February 5, 2019 

  Proposal Submission Due – 2:00 p.m.   February 20, 2019 

  Interviews with Highest Ranked Proposers   Week of March 4, 2019 

  Consultant Selection     End of March 2019 

  Contract Start Date   Beginning of April 2019 

  Project Complete Date   February 28, 2021 

 

 

END OF SECTION 
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SECTION II – PROJECT OBJECTIVES 

 

The Sustainable Transportation Planning Grant Program was created to support the California 

Department of Transportation’s (Caltrans) Mission to “Provide a safe, sustainable, integrated and 

efficient transportation system to enhance California’s economy and livability”.  

 

The Project will develop a Plan to improve safety and mobility of pedestrian and bicycling 

infrastructure along El Camino Real (ECR). The Plan will address deficiencies and set goals and 

planning practices in compliance with the Town’s General Plan – Circulation Element, Town’s 

Complete Streets and Policies, San Mateo County Comprehensive Bicycle and Pedestrian Master 

Plan, Caltrans District 4 Bicycle Plan, and Grand Boulevard Initiative’s Goals. It will also focus on 

integrated policies and plans set forth in California Transportation Plan (CTP) 2040 and 2017 

Regional Transportation Plan (RTP) Guidelines to achieve the Caltrans’ Mission and the 

Sustainable Transportation Planning Overarching Objectives, including: Sustainability, 

Preservation of Transportation Systems, Mobility, Safety, Innovation, Economy, Health and Social 

Equity.    

 

The Town of Colma's General Plan and Climate Action Plan, adopted May 2013, emphasis 

several goals, one of the main objectives with in the plans is to strive for a transportation system 

within the Town that will reduce  greenhouse gas (GHG) emissions, provide a sustainable and 

integrated transportation system that promotes public health by providing safe paths of travel for 

those walking, bicycling and accommodating the needs for those with disabilities and income 

restrictions.  

 

Improving upon sustainability goals is always challenging, keeping in balance elements such as 

economic growth, mobility and safety. In the Town's Climate Action Plan, it is referenced that 58% 

of Colma’s GHG emissions are from transportation (17% from the State Highway system). 

Reducing emissions from the transportation sector requires addressing issues such as: reducing 

the carbon intensity of fuels, increasing vehicle efficiency, and reducing vehicle miles traveled 

(VMT). Reducing VMT is considerably more difficult because Californians’ annual VMT has 

increased steadily for the past five decades. If viable options are considered and implemented 

such as safe and reliable paths of travel for pedestrians and bicyclists, local workers, residents 

and visitors would be more apt to use the major transportation hubs (2- Bay Area Rapid Transit 

stations (BART) at both ends of Town and various Samtrans bus stops), thus increasing ridership 

on public transportation and reducing single vehicle riders and dropping GHG emissions which 

contributes to the State’s GHG reduction targets. Planning for improvements such as continuous 

and accessible sidewalks, delineated bike paths and safe pedestrian/bike street crossings will 

make it more desirable for individuals to travel by way of public transportation if the gateways into 

the transit hubs are accessible, safe and reliable. 

  

One of the main objectives of this Program is to provide people who are economically, socially, 

or physically disadvantaged and in need of transportation options to increase their opportunities 

to work, learn, and participate in society. The Plan would be to make sure that focus is centered 

on those who depend on Right of Way facilities such as safe and accessible walkways, bike paths 

that are well delineated and continuous paths of travel to the various transit hubs.  Transportation 

is a large and growing expense for many families. Households in locations with poor accessibility 

to employment opportunities or safe access to public transportation options are left with limited 
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and at times no alternatives. Investments that improve accessibility and provide more 

transportation choices allow households to save money. 

 

A strategic plan that focuses on ECR will involve the various, transit agencies, stakeholders, 

public, and local and state staff to study urban mobility and the Town's desire to move towards 

and provide sustainable modes of transportation. It will encourage engagement of the community 

and nearby disadvantaged communities to support the proposed project that will benefit their 

needs. The Town of Colma is what is called a Sales Tax Community, has a very small residential 

base and a moderate commercial base. The Town is supported mainly by its diverse retail centers 

and the sales tax revenue that comes from the retail sector. 

 

Being that the majority commercial outlets in Town are retail sales they employ workers closer to 

minimum wage level. Given the cost of travel when riding in a car and when that is equated to 

what these employees earn, traveling in their private vehicles consumes a large part of their 

weekly/monthly income, which takes away from other household essential needs. With 

pedestrian/ bicycle enhancements to the ECR Right of Way that would provide safe paths of travel 

from the various transportation hubs to and from the various retail outlets in Town. Individuals, 

those who struggle economically or those who may be hampered with their disabilities and may 

not be able to drive to work, putting a plan in place that would address these needs would enable 

these individuals to use a more affordable and efficient modes of transportation, thus keeping the 

retail sector in Colma healthy and providing long term solutions to those employees who could 

benefit financially by the Right of Way improvements that enable those to use accessible and safe 

paths of travel along with public transportation. 

 

Attracting the community at large to use public transportation and or sustainable/healthy modes 

of transportation is challenging. This Plan will address issues such as, are the walk and bike 

pathways scenic, will they attract those with disabilities, are they safe and accessible, will they 

deter those who normally travel by vehicle to consider walking or riding bikes. The purpose of this 

project is to analyze options that will explore different levels of creativity to attract all demographics 

of the public to use these alternative modes of transportation whether it will be for health, 

sustainability, enhancement of their quality life, or it is just for economic consideration. 

 

The planning project will need to strategize on how to enhance mobility options while taking on 

such challenges as construction costs and impacts to the Right of Way, (reduction in parking, 

potential road diet, etc.). Mobility in an urban area needs to be progressive and intuitive.  

 

The overall project objectives include: 

• Apply Vision Zero strategies and objectives to the various enhancements and 

improvements along the ECR corridor. 

• Improve bike and pedestrian safety and connectivity for residents of nearby homes, 

business patrons and transit users. 

• Install accessible sidewalks, to close the existing pedestrian route gaps along west side 

of El Camino Real. 

• Replace existing ramps, driveways and non-compliant sidewalks meeting State of 

California Title 24 and American Disabilities Act standards and requirements.     

• Incorporate bicycle lanes and the associated safety signage and pavement markings. 
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• If required or needed, Install high visibility crosswalks at intersections and mid-block 

crossings with Rectangular Rapid Flashing Beacons (RRFBs). 

• Evaluate and improve bicycle and pedestrian crossings at unsignalized El Camino Real 

and Mission Road intersection, taking into consideration the location-specific project at 

this intersection identified in Colma Systemic Safety Analysis Report (SSAR). 

• Evaluate and improve bicycle and pedestrian crossings at unsignalized El Camino Real 

and Collins Avenue intersection, taking into consideration the location-specific project at 

this intersection identified in Colma Systemic Safety Analysis Report (SSAR). 

• Consider undergrounding overhead utilities. 

• Install pedestrian-scale street lighting along the corridor. 

• Apply “Complete Streets” and “Green Infrastructure” concepts. 

 

 

 

END OF SECTION 
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SECTION III – SCOPE OF WORK 

 

The Town of Colma’s El Camino Real Bicycle and Pedestrian Improvement Plan (Plan) will 

provide guidelines and directives for a comprehensive bicycle and pedestrian safety program 

along a portion of El Camino Real corridor, (State Route 82) in the Town of Colma, from Daly City 

to the North to South San Francisco to the South. Currently vast segments of this portion of El 

Camino Real (ECR) lacks a cohesive connectivity for those who want to walk or bicycle from the 

various transit hubs that are served from this corridor. ECR is challenged with non-accessible or 

non-existent walkways thus rendering the pedestrian or bicycle portions of the Right of Way 

unavailable for safe and productive travel.  The Plan will strive to improve community mobility 

along this portion of the roadway by creating a vision to increase and enhance various modes of 

transportation, walking, bicycling while providing opportunities in increasing ridership in the 

various public transportation options. The Plan will review and implement the standards and goals 

that are stated in the California Transportation Plan (CTP) 2040, California State Bicycle and 

Pedestrian Plan, 2017 Regional Transportation Plan (RTP) Guidelines, Caltrans District 4 Bicycle 

Plan, Colma General Plan – Circulation Element, San Mateo County Comprehensive Bicycle and 

Pedestrian Master Plan, and Grand Boulevard Initiative’s Goals.  

 

The Town of Colma recently completed a Systemic Safety Analysis Report (SSAR) study, Town 

wide, a large portion of that safety report addresses failing and non-compliant pedestrian/bicycle 

features along the Town’s portion of ECR. It also includes systemic treatments, capital projects, 

and non-engineering strategies that will help to reduce crashes and improve multimodal safety 

throughout the Town. More information about SSAR study are available on Colma website at 

www.colma.ca.gov under Public Works & Engineering Department/Current Capital Improvement 

Projects. The Consultant shall review the data analysis and final product of SSAR pertaining to 

ECR Corridor and incorporate the recommended safety countermeasures and location-specific 

projects in providing safe paths of travel for those up choose to use walking or biking for their 

choice of travel.   

 

The Consultant shall also review the Design Concept Plans that are being developed for 

Serramonte Boulevard and Collins Avenue Master Plan (The project is anticipated to complete 

by June 2019). Both Serramonte Boulevard and Collins Ave corridors cross El Camino Real at 

major locations within the commercial area in Colma. The proposed development at each 

intersection, bike lanes, sidewalks and crosswalks should be integrated with El Camino Real 

Bicycle and Pedestrian Plan. 

 

The community outreach efforts that are programed into the Plan will gather input from all 

segments of the community, including disadvantages communities and organization that 

represent those with special needs, in addition to active stakeholders inclusive of Caltrans, local 

business owners, and the transit districts, through a number of interactive community workshops 

and council meetings which will lead the planning process.  Along with what is stated above, the 

Plan will develop several design strategies (conceptual drawings) for public outreach review and 

approval.  Once design strategies and concepts are approved, these will become the directive for 

a future project to provide these enhancements.  It is the Town’s intend that once this Plan is 

complete, it will be the basis for an implementation and development plan for the ECR corridor. 

http://www.colma.ca.gov/
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The scope of work shown below reflects the anticipated process and deliverables for the Town’s 

El Camino Real Bicycle and Pedestrian Improvement Plan. The Town anticipates starting the 

project in April 2019 and complete by February 2021.   

 

1. Project Initiation 

 

The Consultant will ensure proactive, hands-on project management and coordination throughout 

the planning process. The Consultant in coordination with Town will be responsible for day-to-day 

activities and monitor project progress that will keep the project on time and budget. The 

Consultant will provide a detailed work plan and project schedule, with interim milestones and 

deliverables updated periodically to reflect upcoming needs and tasks. The Consultant will also 

provide agendas and written meeting summaries for all meetings with Town Staff, Caltrans, and 

stakeholders summarizing topics discussed and directions given.  

Task 1.1: Staff Coordination/Progress Meetings 

• Conduct face-to-face project team progress meetings with Town Staff (minimum six 

meetings) and Caltrans (minimum two meetings) over the duration of the project to ensure 

good communication on upcoming tasks and to make sure the project remains on time 

and within budget. The overarching purpose of these meeting will be to assess the process 

being used and the results being generated and identify opportunities for improvement 

prior to next project task. Meeting summary will be documented by Consultant. 

Task 1.2: Project Kick-off Meeting   

• The Town will hold a kick-off meeting with Consultant to discuss project objectives, scope 

of work, schedule, deliverables, and all other relevant project information. Meeting 

summary will be documented by Consultant. 

Task 1.3: Identify Existing Conditions 

• Review background documents, including local, regional, state and national documents, 

pertaining to bicycle and pedestrian plans. Such documents include, but are not limited to, 

the California Transportation Plan 2040, California State Bicycle and Pedestrian Plan, 

2017 Regional Transportation Plan (RTP) Guidelines, Caltrans District 4 Bicycle Plan, San 

Mateo County Comprehensive Bicycle and Pedestrian Plan (2011), Colma General Plan 

– Circulation Element, the Town’s Complete Streets Policies, and Grand Boulevard 

Initiative’s Goals. 

• Review and analyze the recent traffic data collected for vehicles, bicycles and pedestrians 

at the major intersections along El Camino Real. 

• Prepare a basemap exhibit to record the current physical conditions, boundaries of the 

study area, roadway centerline and right-of-way locations using available sources such as 

Caltrans right-of-way maps, as-built drawings, aerial photos, existing surveys, etc. 
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• Identify opportunities and constraints as well as standards that should be used to guide 

the preparation of the Plan.  

• Inventory and evaluate existing bicycle and pedestrian facilities, nearby homes, and 

significant public, business and transit facilities. 

Deliverables: 

 

Task Deliverable 

1.1 Progress Meeting Agenda and Minutes  

1.2 Kick-off Meeting Agenda and Minutes   

1.3 Existing Conditions Report 

 

2. Public Outreach  

The Consultant will conduct several community workshops that will provide the opportunity for 

maximum public participation, with an emphasis on serving disadvantages communities and 

those with special needs. The public outreach and participation meetings is to ensure that the 

community and decision makers support the Plan from the planning phase to implementation 

stage. The public outreach process will educate the public on the objectives of the El Camino 

Real Bicycle and Pedestrian Improvement Plan, share initial findings including constraints, 

opportunities and challenges, provide opportunities for community input, solicit feedback once 

conceptual design alternatives are presented, and building a consensus with the  community at 

large in the development a comprehensive plan that will address the needs of those who depend 

on basic transportation services and facilities.  The Consultant in coordination with Town will 

identify a list of key stakeholders, including Caltrans, first responders, business owners, and 

residents, and develop partnerships and synergies between stakeholders. The Consultant will 

also incorporate the relevant community input that have been collected through the outreach 

activities for the Systemic Safety Analysis Report (SSAR) study and Serramonte Boulevard and 

Collins Avenue Master Plan. The Consultant will prepare a detailed program for a variety of 

outreach methods to optimize public participation, including, but not limited to, flyers; collateral 

material; website; and online survey.  

Task 2.1: Community Workshop #1   

• Perform walking tour (if requested) and workshop. This workshop will introduce the project 

to the stakeholders and public, define project parameters, discuss the existing conditions, 

inform the community of project opportunities and constraints, and solicit opinions from 

the community. Following the community workshop, the Consultant will compile and 

present the comments and recommendations from the workshop to Caltrans and the City 

Council. Input from Caltrans, the workshop and City Council meetings will be utilized to 

develop design criteria and preliminary design concept alternatives that best address the 
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input received as described in Task 3.1 “Develop Bicycle and Pedestrian Improvement 

Design Concept”. 

 Task 2.2: Community Workshop #2   

• Based on the design concept and criteria developed after the first workshop, an interactive 

workshop that will use clicker technology, modeling tools, and maps to present the bicycle 

and pedestrian improvement design concept alternatives. Community will have 

opportunity to select a preferred alternative. Continue to solicit feedback from the 

community. Following the community workshop, the Consultant will present the design 

concept alternatives and the feedback from the workshop to Caltrans and the City Council. 

Input from Caltrans, the workshop and City Council meetings will be utilized to refine the 

selected preferred design alternative as described in Task 3.3 “Draft Bicycle and 

Pedestrian Improvement Plan”. 

Task 2.3: Community Workshop #3   

• Present Draft Design Concept and Report at community workshop and City Council 

meeting and continue to solicit feedback for public comments to develop draft and final 

plans as described in Task 3.3 “Draft Bicycle and Pedestrian Improvements Plan” and 

Task 3.6 “Final Bicycle and Pedestrian Improvement Plan”. 

 

All meetings will be publicly announced to ensure maximum attendance, through flyers, website, 

social media, and promotional materials that Town may use to advertise the project and the 

opportunities for public engagement.   

 

Deliverables: 

Task Deliverable 

 

2.1 PowerPoint Presentation, Workshop and Meeting 

Agenda and Summary, Photos (for each 

Community workshop, Caltrans and City Council 

Meetings) 

2.2 PowerPoint Presentation, Workshop and Meeting 

Agenda and Summary, Photos (for each 

Community workshop, Caltrans and City Council 

Meetings) 

2.3 PowerPoint Presentation, Workshop and Meeting 

Agenda and Summary, Photos (for each 

Community workshop and City Council Meeting) 
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3. Bicycle and Pedestrian Improvement Plan 

Task 3.1: Develop Bicycle and Pedestrian Improvement Design Concept 

• Based on the existing conditions report and the community input from Workshop #1 and 

City Council meeting, a preliminary design concept and criteria will be developed. 

Conceptual design will include plans, sketches, and photos. 

Task 3.2: Develop Conceptual Design Alternatives 

• Three (3) conceptual design alternatives will be developed. Illustrations will be made in 

plan-view, as street cross sections, and as sketches. The alternatives will be prepared 

and presented to Caltrans and at Workshop #2 and City Council meeting. 

 Task 3.3: Draft Bicycle and Pedestrian Improvement Plan 

• Based on the preferred design alternative chosen in Workshop #2 and City Council 

meeting, a draft Bicycle and Pedestrian Improvement Plan will be prepared, and a 

preliminary construction cost estimate will be generated.  The draft Bicycle and Pedestrian 

Improvement Plan will be presented to Caltrans and at Workshop #3 and City Council 

meeting for public comment. 

Task 3.4: Joint Coordination with Caltrans 

The Town will engage Caltrans as an active partner on this Plan, involve their district staff in 

decision-making process, and hold coordination meetings and workshops with them throughout 

entire period of the project, from the project initiation stage to the final product of the improvement 

plan. A minimum of two (2) meetings will be held with Caltrans in their District Office. 

Task 3.5: Identify Potential Funding Sources 

• A planning level construction cost estimate will be generated for the preferred design 

alternative. The cost estimate will include project administration, preparation of plans, 

specifications and estimates, mobilization, traffic control, construction, and contingency. 

A general funding and implementation plan will be developed by the Consultant to assist 

the Town in identifying potential funding sources for implementing the Plan. 

Recommendations for funding options, types of eligible grants, and Town’s anticipated 

bicycle and pedestrian funding will be made part of the Planning Report. This Plan will 

also describe the implications of not securing adequate fund on the implementation of the 

project. 

 Task 3.6: Final Bicycle and Pedestrian Improvement Plan 

• Complete the final Bicycle and Pedestrian Improvement Plan addressing the various 

comments from Caltrans, Workshop #3 and the stakeholders and those from the City 

Council meetings. Submit Ten (10) hard-copies and one (1) electronic copy of the final 

Plan.   
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Task 3.7: City Council Adoption 

• Present the final El Camino Real Bicycle and Pedestrian Improvement Plan at the City 

Council meeting. Resolve any critical issues. Adopt final El Camino Real Bicycle and 

Pedestrian Improvement Plan. 

 

Deliverables: 

 

Task Deliverable 

 

3.1 Conceptual Design with Sketches, Illustrations 

3.2 Three Design Concept Alternatives with Cross 

Sections, Sketches, Illustrations 

3.3 Draft El Camino Real Bicycle and Pedestrian 

Improvement Plan with Preferred Design Alternative 

3.4 Meeting Agendas, Summaries and 

Recommendations from Caltrans 

3.5 Funding Source Report 

 

3.6 Final El Camino Real Bicycle and Pedestrian 

Improvement Plan – Total ten (10) hard copies and 

one (1) electronic copy 

3.7 Meeting Notes 

 

  

 

END OF SECTION   
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SECTION IV – PROPOSAL REQUIREMENTS 

All proposals should adhere to the specified content and sequence of information as described in 

the order listed below: 

 

1. Transmittal Letter 
 

 The transmittal letter shall be addressed to: 

Town of Colma 
Department of Public Works   

1198 El Camino Real, 

Colma, CA 94014 

Attn: Director of Public Works 

 

The letter shall be on Consultant letterhead and include the Consultant’s contact name, 

mailing address, telephone number, facsimile number, and email address of the office located 

nearest to Town of Colma from which the project will be managed. 

The letter shall address the Consultant’s understanding of the services being requested and 

any other pertinent information the Consultant believes should be included. All addendums 

received must be acknowledged in the transmittal letter. 

The Consultant shall provide a brief statement affirming that the proposal terms shall remain 

in effect for ninety (90) days following the date proposal submittals are due. 

The letter shall be wet-signed in blue ink by the individual authorized to bind the Consultant 

to the proposal. 

 

2. Consultant Information, Qualifications and Experience 
 

The Town will only consider submittals from Consultants that demonstrate they have 

successfully completed comparable projects.  Consultant should demonstrate experience with 

public agencies on both federal and state fund projects. These projects must illustrate the 

quality, type, and past performance of the project team. Submittals shall include a detailed 

description of a minimum of three (3) similar projects within the past five (5) years which 

include the following information:  

• Contracting agency name,  

• Contracting agency Project Manager and contact information,  

• Contract amount,  

• Funding Source, 

• Date of contract,  

• Date of completion,  

• Consultant Project Manager and contact information, and  

• Project Description. 
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3. Organization and Approach 
 

a. Describe the roles and organization of your proposed team for this project. Indicate the 

composition of sub-consultants and number of project staff, facilities available and 

experience of your team as it relates to this project. Include an organization chart showing 

the proposed relationships among the staff and other parties that may have significant in 

this project. 

b. Describe your project and management approach. Provide a detailed description of how 

the team and scope of work will be managed. 

c. Describe the roles of key individuals on the team. Provide resumes and references for all 

key team members. Resumes shall show relevant experience for the project’s scope of 

work, as well as the length of employment with the proposing Consultant. Key members, 

especially the Project Manager, shall have significant demonstrated experience with this 

type of project, and should be committed to stay with the project for the duration of the 

project. 

d. Describe your understanding of the project and the methodology to be used for completing 

the work. 

 

4. Detailed Scope of Work 
 

  Include a detailed scope of work statement describing all services to be provided by the 
Consultant, and describe project deliverables for each phase of the work. 

 
5. Project Schedule 

 

The proposal should include a detailed schedule that provides timing for major tasks and 

subtasks and various deliverables of the project, beginning with the contract award and 

ending by February 2021. The schedule should comply with the tasks, deliverables and 

durations set forth in the “Project Timeline” enclosed in Attachment B. 

 

6. Proposal Forms 
 

To be deemed responsive to this RFP, proposers must provide the information requested and, 

where applicable, complete in detail all proposal forms. The appropriate individual(s) 

authorized to commit the proposer to the project must sign the following Proposal Forms 

enclosed in Attachment C of the RFP: 

 
Form A – Addendum Acknowledgment 

Form B – Non-Collusion Declaration 

Form C – Certification of Non-Discrimination  

Form D – Statement of Convictions 

Form E – Previous Disqualifications 

Form F – Certification of Worker’s Compensation Insurance 

Form G – Certification of Prevailing Wage Rates and Records 

Form H – Equal Employment Opportunity Certification 
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7. Cost Proposal 
 

The proposal shall include a cost proposal for each service described in the scope of work. 

Cost proposal shall be submitted in a separate sealed envelope from the proposal. The cost 

proposal is confidential and will be unsealed after all proposals have been reviewed, and most 

qualified Consultants has been selected and interviewed. Consultant shall prepare a Lump 

Sum Fee estimate with progress payments at defined milestones/tasks using sample cost 

estimate in Local Assistance Procedure Manual (LAPM), Exhibit 10-H1, Example #1 (See 

Exhibit B in the Professional Services Agreement).  

The Consultant shall provide an estimate of the total direct and indirect costs to complete all 

tasks identified in the RFP. A detailed cost breakdown shall include: 

• Number of staff hours and hourly rates for each professional and administrative staff 

who will be involved in this project; 

• An estimate of all other direct costs, such as materials and reproduction costs; and  

• An estimate of sub-consultant services if needed; all proposed hours and rates shall 

be itemized by task. 

Selected Consultant shall comply with Chapter 10.3 of Local Assistance Procedures Manual 

(LAPM) regarding the A&E Consultant Contract Audit and Review Process. 

 

END OF SECTION 
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SECTION V – GENERAL TERMS AND CONDITIONS  

 

1. Proposal Costs 

The Town is not liable for any costs or expenses incurred in the preparation of a response to this 
RFP. All costs in preparing and submitting a proposal shall be borne by the proposer. 

2. Selection of Consultant 

This RFP does not commit the Town to award a contract, to pay for any costs incurred in the 
preparation of a proposal for this request, or to procure or contract for services.  The Town 
reserves the right to accept or reject any or all proposals received as a result of this request, to 
negotiate with any qualified Consultant, or to modify or cancel in part or in its entirety the RFP if 
it is in the best interests of the Town to do so. Furthermore, a contract award may not be made 
based solely on price. 

Retention and Use of Proposals 

The Town reserves the right to retain all proposals, as well as any reports, data or other material 
prepared or assembled by bidder and submitted to Town in response to this RFP, and to use any 
idea in any proposal regardless of whether that proposal is selected.  

Public Records Act 

All products used or developed in the execution of any contract resulting from this RFP will remain 
in the public domain at the completion of the contract. Submission of any materials in response 
to this RFP constitutes a waiver by the submitting party of any claim that the information is 
protected from disclosure. By submitting materials, (1) the Consultant consents to release of such 
materials by the Town if requested under the Public Records Act without further notice, and (2) 
the Consultant agrees to indemnify and hold harmless the Town for release of such information. 

Failure to Execute Contract 

If the Consultant to whom the award is made fails to enter into the contract, the award will be 

annulled and an award may be made to the next proposer who will fulfill every stipulation as if it 

were the party to whom the first award was made in the Town’s discretion. 

Declaration of Non-Collusion  
  
The proposing Consultant shall warrant and covenant that the proposal submitted is not made in 

the interest of, or on behalf of, any non-disclosed person, partnership, company, association, 

organization or corporation. Reasonable grounds for believing that a proposer has an interest in 

more than one proposal will cause rejection of all proposals in which the proposer is interested. 

Participants in such collusion may not be considered in future RFP’s for the same or similar work. 

By submitting a signed proposal and the attached Non-Collusion Declaration form (see Form B in 

Attachment C, Proposal Forms), Consultant certifies that there has been no collusion with any 

other proposers. 

Standard Agreement  



EL CAMINO REAL BICYCLE AND PEDESTRIAN IMPROVEMENT PLAN  Page 20  

The selected Consultant will be required to enter into a Professional Services Agreement 

(Agreement) with Town of Colma, which is available in Attachment D, “Standard Form of 

Professional Services Agreement,” of the RFP.  

Consultants shall provide a statement in their submission that they are prepared to sign the 

Agreement unaltered should they be successful in being awarded the contract.  

Consultants should familiarize themselves with this Agreement and indicate if they have any 

issues or needed changes to the form of the Agreement. If no objections are stated, Town will 

assume the proposer is prepared to sign the Agreement as-is. 

Upon acceptance of the proposal, the Town will prepare the Agreement and forward copies to the 

successful Consultant. The Consultant must arrange for signing by authorized representatives 

and promptly return the Agreement for execution by the Mayor or their designee.  

Insurances 

Consultants are to obtain and keep, for the duration of the project, Commercial General Liability, 

Automobile Liability, Employer’s Liability, and Professional Liability Insurance in the amounts and 

pursuant to the requirements specified in Section 14 of the Agreement in Attachment D.   

 

 

END OF SECTION 
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SECTION VI – PROPOSAL EVALUATION AND SELECTION PROCESS 

1. Evaluation Process 

All proposals will be evaluated and scored by a Town Selection Committee (Committee). The 

Committee may be composed of Town staff and other parties that may have expertise or 

experience in the services described herein. The Committee will review the submittals and will 

rank the proposers. The evaluation of the proposals shall be within the sole judgment and 

discretion of the Committee. All contacts during the evaluation phase shall be through the Town 

Contract Administrator/Project Manager only. Proposers shall neither contact nor lobby 

evaluators during the evaluation process. Attempts by Proposer to contact members of the 

Committee may jeopardize the integrity of the evaluation and selection process and risk possible 

disqualification of Proposer. 

The Committee will evaluate each proposal meeting the qualification requirements set forth in this 

RFP. Proposers should bear in mind that any proposal that is unrealistic in terms of the technical 

or schedule commitments may be deemed reflective of an inherent lack of technical competence 

or indicative of a failure to comprehend the complexity and risk of the Town’ requirements as set 

forth in this RFP. 

The selection process will include oral interviews and presentations. The Consultant will be 

notified of the time and place of oral interviews and if any additional information that may be 

required to be submitted.  

Upon completion of the evaluation and selection process, only cost proposals from the most 

qualified Consultants will be opened to begin cost negotiations. All unopened cost proposals will 

be returned at the conclusion of procurement process and will be held for Consultant pick-up at 

the delivery location. Upon acceptance of a cost proposal and successful contract negotiations, 

Committee will recommend a contract be awarded.  

2. Evaluation Criteria 

Proposals will be evaluated according to the Town’s Evaluation Criteria and scored on a zero to 

five point rating. The scores for all the Evaluation Criteria will then be multiplied according to their 

assigned weight to arrive at a weighted score for each proposal. 

A proposal with a high weighted total will be deemed of higher quality than a proposal with a 

lesser-weighted total. The final maximum score for any proposal is five hundred (500) points. 

Rating Scale 

0 
Not 

Acceptable 

Non-responsive, fails to meet RFP specifications. The approach has no 
probability of success. For mandatory requirement, this score will result in 
disqualification of proposal. 
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1 Poor 

Below average, falls short of expectations, is substandard to that which is 
the average or expected norm, has a low probability of success in 
achieving project objectives per RFP. 
 

2 Fair 
Has a reasonable probability of success, however, some objectives may 
not have been met. 
 

3 Average 

Acceptable, achieves all objectives in a reasonable fashion per RFP 
specification. This will be the baseline score for each item with adjustments 
based on interpretation of proposal by the Committee members. 

 

4 
Above 

Average/Good 

Very good probability of success, better than that which is average or 
expected as the norm. Achieves all objectives per RFP requirements and 
expectations. 
 

5 
Excellent/ 

Exceptional 

Exceeds expectations, very innovative, clearly superior to that which is 
average or expected as the norm. Excellent probability of success and in 
achieving all objectives and meeting RFP specification. 
 

 

The Evaluation Criteria Summary and their respective weights are as follows: 

No. Evaluation Criteria Weight 

1 Completeness of Response to RFP Pass/Fail 

2 Qualifications & Experience 25 

3 Organization & Approach 20 

4 Scope of Services to be Provided 15 

5 Schedule of Work 10 

6 Declaration of Non-Collusion  Pass/Fail 

7 References 5 

8 Oral Interview and Presentation 
 

25 

Total: 100 
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1. Completeness of Response to the RFP (Pass/Fail) 
 

a. Responses to this RFP must be complete. Responses that do not include the 

proposal content requirements identified within this RFP and subsequent addenda, 

if any, and do not address each of the items listed in Section IV, “Proposal 

Requirements”, will be considered incomplete, be rated a Fail in the Evaluation 

Criteria and will receive no further consideration. Responses that are rated a Fail 

and are not considered may be picked up at the delivery location within 14 calendar 

days of contract award and/or the completion of the competitive process. 

 

2. Qualifications and Experience (25 points) 
 

a. Relevant experience, specific qualifications, and technical expertise of the 

Consultant and sub-consultants to perform transportation planning and traffic 

engineering services on both federal and nonfederal-aid projects. 

b. Familiarity with Grand Boulevards Initiative’s Goals for El Camino Real Corridor. 

c. Understanding of all necessary standards and goals stated in California 

Transportation Plan (CTP) 2040, California State Bicycle and Pedestrian Plan, 

Caltrans District 4 Bicycle Plan, and San Mateo County Comprehensive Bicycle 

and Pedestrian Master Plan. 

d. Community Outreach and Public Participation including disadvantaged 

communities. 

 

3. Organization and Approach (20 points) 
 

a. Describes familiarity of project and demonstrates understanding of work and 

project objectives. 

b. Roles and Organization of Proposed Team 

i. Proposes adequate and appropriate disciplines of project team. 

ii. Overall organization of the team is relevant to project needs. 

c. Project and Management Approach 

i. Team is managed by an individual with appropriate experience in similar 

projects. This person’s time is appropriately committed to the project. 

ii. Team successfully addresses project planning and programming efforts. 

iii. Project team and management approach responds to project issues. Team 

structure provides adequate capability to perform both volume and quality 

of needed work within project schedule milestones. 

d. Roles of Key Individuals on the Team 

i. Proposed team members, as demonstrated by enclosed resumes, have 

relevant experience for their role in the project. 

ii. Key positions required to execute the project team’s responsibilities are 

appropriately staffed. 

e. Working Relationship with the Public Agencies 

i. Team and its leaders have experience working in the public sector and 

knowledge of public sector procurement process. 
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ii. Team leadership understands the nature of public sector work and its 

decision-making process. 

 

4. Scope of Work (15 points) 
 

a. Detailed Scope of Services to be provided 

i. Proposed scope of services is appropriate for all phases of the work. 

ii. Scope addresses all known project needs and appears achievable in 

timeframes to be set forth in the Project Schedule. 

b. Project Deliverables 

i. Deliverables are appropriate to schedule and scope set forth in above 

requirements. 

 

5. Project Schedule (10 points) 
 

a. Schedule shows completion of the work and serves as a project timeline, stating 

all major milestones, critical paths and required submittals, workshops and 

presentations in compliance with Town’s requirements. 

b. The schedule addresses all knowable phases of the project, in accordance with 

the scope of work and general requirements of the RFP. 

  

6. Declaration of Non-Collusion (Pass/Fail) 
 

a. Non-Collusion Declaration is material to any contract awarded pursuant to this 

Proposal. 

b. Non-collusion Declaration must be executed by the member, officer, or employee 

of the Proposer who makes the final decision on prices and the amount quoted in 

the proposal. 

c. In the case of a proposal submitted by a joint venture, each party to the venture 

must be identified in the proposal documents and an affidavit must be submitted 

separately on behalf of each party to the joint venture. 

d. Failure to file a Declaration in compliance with these instructions will result in 

disqualification of the proposal. 

 

7. References (5 points) 
 

a. Provide the names and contact information of minimum three (3) agencies you 

currently or have previously completed projects for the past three (3) years. Include 

a brief description of each project associated with the reference. 

 

8. Oral Interview and Presentation (25 points) 
 

a. Team presentation conveying project understanding, communication skills, 

innovative ideas, critical issues and solutions.  

b. Responses to various Steering Committee questions raised during the interview. 
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END OF SECTION   
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ATTCHMENT A 

PROJECT LOCATION MAPS 
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ATTACHMENT B 

PROJECT TIMELINE 

  



Project Title: El Camino Real Bicycle and Pedestrian Improvement Plan

1.0

1.1 Staff Coordination/Progress Meetings Monthly Progress Meetings Agenda and Minutes

1.2 Project Kick-off Meeting with Consultant Kick-off Meeting Agenda and Minutes with Consultant

1.3 Identify Existing Conditions Existing Conditions Report

2.0

2.1 Community Workshop #1
PowerPoint Presentation, Workshop and Meeting Agenda 

and Summary, Photos

2.2 Community Workshop #2
PowerPoint Presentation, Workshop and Meeting Agenda 

and Summary, Photos

2.3 Community Workshop #3
PowerPoint Presentation, Workshop and Meeting Agenda 

and Summary, Photos
3.0

3.1
Develop Bicycle and Pedestrian Improvement Design 

Concept
Conceptual Design with Sketches, Illustrations

3.2 Develop Conceptual Design Alternatives
Three Design Concept Alternatives with Cross Sections, 

Sketches, Illustrations

3.3 Draft Bicycle and Pedestrian Improvement Plan
Draft El Camino Real Bicycle and Pedestrian Improvement 

Plan with Preferred Design Alternative

3.4 Joint Coordination with Caltrans
Meeting Agendas, Summaries and Recommendations 

from Caltrans

3.5 Identify Potential Funding Sources Funding Source Report

3.6 Final Bicycle and Pedestrian Improvement Plan
Final El Camino Real Bicycle and Pedestrian Improvement 

Plan

3.7 City Council Adoption Meetings Notes

PROJECT TIMELINE

Project Initiation

Public Outreach

A S O ND J F M A JOJ J A

Bicycle and Pedestrian Improvement Plan

TOWN OF COLMA

S N

FY 2019/20 FY 2020/21FY 2018/19

J A S O N D J A MTask TitleTask # F M DeliverablesD J F M A MJ JM
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ATTACHMENT C 

Proposal Forms 

 

Form A – Addendum Acknowledgment 

Form B – Non-Collusion Declaration 

Form C – Certification of Non-Discrimination  

Form D – Statement of Convictions 

Form E – Previous Disqualifications 

Form F – Certification of Worker’s Compensation Insurance 

Form G – Certification of Prevailing Wage Rates and Records 

Form H – Equal Employment Opportunity Certification 
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FORM A:  ADDENDUM ACKNOWLEDGMENT 

 

WE HEREBY ACKNOWLEDGE ADDENDUM NOS.___, ___ &___, AND HAVE REFLECTED 

THESE CHANGES IN OUR PROPOSAL. 

 

 

 

__________________________________________________ 

PROPOSER'S SIGNATURE 
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FORM B:  NON-COLLUSION DECLARATION  

 

State of _______________ 

County of _______________ 

________________________________, being first duly sworn, deposes and says that the 

Consultant is _________________ of _________________ the party making the foregoing 

proposal that the proposal is not made in the interest of, or on behalf of, any undisclosed person, 

partnership, company, association, organization, or corporation; that the proposal is genuine and 

not collusive or sham; that the proposer has not directly or indirectly inducted or solicited any 

other proposer to put in a false or sham bid, and has not directly or indirectly colluded, conspired, 

connived, or agreed with any proposer or anyone else to put in a sham bid, or that anyone shall 

refrain from submitting proposal; that the proposer has not in any manner, directly or indirectly, 

sought by agreement, communication, or conference with anyone to fix the proposal price of the 

proposer or any other proposer, or to fix any overhead, profit, or cost element of the proposal 

price, or of that of any other proposer, or to secure any advantage against the public body 

awarding the contract of anyone interested in the proposed contract; that all statements contained 

in the proposal are true; and, further, that the proposer has not, directly or indirectly, submitted 

their proposal price or any breakdown thereof, or the contents thereof, or divulged information or 

data relative thereto, or paid, and will not pay, any fee to any corporation, partnership, company 

association, organization, proposal depository, or to any member or agent thereof to effectuate a 

collusive or sham proposal. 

 

 ______________________________ 

        Signature of Proposer 

 ______________________________ 

        Business Address 

 ______________________________ 

Subscribed and sworn to before me this ____ day of __________, 20 

_________________________________ 

Notary Public in and for the County of 

_______________, State of ___________ 

My commission expires __________, 20    
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FORM C: CERTIFICATE OF NON-DISCRIMINATION 
 

On behalf of the proposer making this proposal, the undersigned certifies that there will be no 

discrimination in employment with regard to race, color, religion, sex, sexual orientation, or 

national origin; that all federal, state, and local directives and executive orders regarding non-

discrimination in employment will be complied with; and that the principle of equal opportunity in 

employment will be demonstrated positively and aggressively. 

 

 

 

__________________________________________________ 

PROPOSER'S SIGNATURE 
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FORM D: STATEMENT OF CONVICTIONS 

 

"I hereby swear, under penalty of perjury, that no more than one final, unappealable finding of 

contempt of court by a Federal Court has been issued against me within the past two years 

because of failure to comply with an order of a Federal Court to comply with an order of the 

National Labor Relations Board." 

 

 

 

 

___________________________________________________ 

PROPOSER'S SIGNATURE 
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FORM E: PREVIOUS DISQUALIFICATIONS 

"I hereby swear, under penalty of perjury, that the below indicated proposer, any officer of such 

proposer, or any employee of such proposer who has a proprietary interest in such proposer, has 

never been disqualified, removed or otherwise prevented from bidding on, or completing a 

Federal, State, or local government project because of a violation of law or a safety regulation 

except as indicated on the separate sheet attached hereto entitled "Previous Disqualifications."  

If such exceptions are attached, please explain the circumstances. 

 

 

 

___________________________________________________ 

PROPOSER'S SIGNATURE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



EL CAMINO REAL BICYCLE AND PEDESTRIAN IMPROVEMENT PLAN  Page 34  

FORM F: CERTIFICATION OF WORKER'S COMPENSATION INSURANCE 

 

By my signature hereunder, as CONSULTANT, I certify that I am aware of the provisions of 

Section 3700 of the Labor Code which require every employer to be insured against liability for 

worker's compensation or to undertake self-insurance in accordance with the provisions of that 

Code, and I will comply with such provisions before commencing the performance of the work of 

this Contract. 

 

 

 

___________________________________________________ 

PROPOSER'S SIGNATURE 
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FORM G: CERTIFICATION OF PREVAILING WAGE RATES AND RECORDS 
 

By my signature hereunder, as an authorized representative of the company listed below, I certify 

that I am aware of the provisions of Section 1773 of the Labor Code which requires the payment 

of prevailing wage on public projects.  I further certify that the company and any subcontractors 

under it shall comply, to the extent applicable, with all requirements of state prevailing wage law, 

including requirements pertaining to apprenticeship standards, payment of prevailing wage, 

contractor registration, certified payroll records, labor compliance oversight and hours of work.  I 

understand and agree that it is the company’s responsibility to ensure compliance by it and any 

and all subcontractors performing work on the Project with the foregoing prevailing wage 

requirements. 

 

 

 

____________________________________________________ 

PROPOSER'S SIGNATURE 

 

 

 

Company Name  ______________________________ 

 

Signed by (printed)  _____________________________ 

 

Title    ______________________________ 

 

Dated    ______________________________ 
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FORM H: EQUAL EMPLOYMENT OPPORTUNITY CERTIFICATION 

 

 

The __________________________________________________________proposed 

Consultant ____________________________________________, hereby certifies that he has 

_______, has not ______, participated in a previous contract or subcontract subject to the equal 

opportunity clauses, as required by Executive Orders 10925, 11114, or 11246, and that, where 

required, he has filed with the Joint Reporting Committee, the Director of the Office of Federal 

Contract Compliance, a Federal Government contracting or administering agency, or the former 

President’s Committee on Equal Employment Opportunity, all reports due under the applicable 

filing requirements. 

 

 

___________________________________________________ 

PROPOSER'S SIGNATURE 
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ATTACHMENT D 

Standard Form of Professional Services Agreement 

  

 

 

 



  

1 
25977.00100\31616319.3  
 

 

CONTRACT NO. ### 
TOWN OF COLMA 

PROFESSIONAL SERVICES AGREEMENT 
 
This Agreement is made and entered into as of [INSERT DATE] by and between the Town 

of Colma, a public agency organized and operating under the laws of the State of California with 
its principal place of business at 1198 El Camino Real, Colma, CA 94014 (“Town”), and [INSERT 
FULL BUSINESS NAME], with its principal place of business at [LOCATION ADDRESS] 
(hereinafter referred to as “Consultant”).  Town and Consultant are sometimes individually 
referred to as “Party” and collectively as “Parties” in this Agreement. 

 
RECITALS 

A. Town is a public agency of the State of California and is in need of professional 
services for the following project: 
 
El Camino Real Bicycle and Pedestrian Improvement Plan (hereinafter referred to as “the 
Project”). 

 
B. Consultant is duly licensed and has the necessary qualifications to provide such 

services. 

C. Consultant desires to perform and assume responsibility for the provision of certain 
professional services required by the Town on the terms and conditions set forth in this 
Agreement. 

D. Town desires to engage Consultant to render such services for the Project as set 
forth in this Agreement 

E. The Parties desire by this Agreement to establish the terms for Town to retain 
Consultant to provide the services described herein. 

F. This Agreement is wholly or partially funded by state funds administered by the 
California Department of Transportation (“Caltrans”) pursuant to that certain Sustainable 
Communities Grants (State – SB 1) Restricted Grant Agreement (“Grant Agreement”), a copy of 
which is attached hereto as Exhibit “D” and incorporated herein by reference.   

AGREEMENT 

NOW, THEREFORE, IT IS AGREED AS FOLLOWS: 

1. Services and Additional Services 

a. Consultant promises and agrees to furnish to Town all labor, materials, 
tools, equipment, services, and incidental and customary work necessary to fully and adequately 
supply the professional services necessary for the full and adequate completion of the Project 
consistent with the provisions of this Agreement (hereinafter referred to as “Services”).  The 
Services are more particularly described throughout this Agreement, including Exhibit “A” 
attached hereto and incorporated herein by reference.  All Services shall be subject to, and 
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performed in accordance with, this Agreement, any exhibits attached hereto and incorporated 
herein by reference, and all applicable local, state and federal laws, rules and regulations.  All 
Services performed by Consultant shall be subject to the sole and discretionary approval of the 
Town, which approval shall not be unreasonably withheld. 

b. At Town’s request, Consultant may be asked to perform additional services 
not otherwise included in this Agreement, not included within the scope of services listed in Exhibit 
“A” attached hereto, and/or not customarily furnished in accordance with generally accepted 
practices applicable to Consultant’s profession.  If changes in the scope of services seem merited 
by the Town, it shall be processed in the following manner: (1) Town shall communicate the 
requested additional services to Consultant in writing; (2) If Consultant has the capacity and ability 
to perform the additional services, Consultant shall prepare a letter outlining the changes, which 
shall be forwarded to the Town by Consultant with a statement of estimated changes in fee or 
time schedule; (3) an amendment to this Agreement shall be prepared by the Town and executed 
by both Parties before performance of such additional services.  Consultant shall not perform any 
additional services prior to execution of a written amendment to this Agreement memorializing 
the additional services.  Once additional services are approved pursuant to a written amendment 
executed by the Parties, such additional services shall be deemed as being part of the Services 
and shall be subject to the same terms and conditions of this Agreement as if the additional 
services had originally been included in the scope of services listed in Exhibit “A”.  Any written 
amendment adding additional services to the scope of services listed in Exhibit “A” shall not render 
ineffective or invalidate unaffected portions of this Agreement. 

c. As used herein, “additional services” mean: (1) any services which are 
determined by Town to be necessary for the proper completion of the Project, but which the 
Parties did not reasonably anticipate would be necessary for the Consultant to perform at the 
execution of this Agreement; or (2) any work listed as additional services in Exhibit “A” attached 
hereto.  Consultant shall not perform, nor be compensated for, additional services without prior 
written authorization from Town and without an agreement between the Town and Consultant as 
to the compensation to be paid for such additional services.  Town shall pay Consultant for any 
approved additional services, pursuant to the compensation provisions herein, so long as such 
additional services are not made necessary through the acts or omissions of Consultant. 

2. Allowable Costs and Payments 

a. The method of payment for this Agreement will be based on actual cost 
plus a fixed fee. Town will reimburse Consultant for actual costs (including labor costs, employee 
benefits, travel, equipment rental costs, overhead and other direct costs) incurred by Consultant 
in performance of the work. Consultant will not be reimbursed for actual costs that exceed the 
estimated wage rates, employee benefits, travel, equipment rental, overhead, and other estimated 
costs set forth in the approved Consultant’s Cost Proposal, attached hereto as Exhibit “B”, unless 
additional reimbursement is provided for by written amendment. In no event, will Consultant be 
reimbursed for overhead costs at a rate that exceeds Town’s approved overhead rate set forth in 
the Cost Proposal. In the event, that Town determines that a change to the work from that 
specified in the Cost Proposal and Agreement is required, the contract time or actual costs 
reimbursable by Town shall be adjusted by written amendment to accommodate the changed 
work. The maximum total cost as specified in subsection h, below, shall not be exceeded, unless 
authorized by written amendment. 
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b. In addition to the allowable incurred costs, Town will pay Consultant a fixed 
fee of [INSERT AMOUNT] ($[INSERT AMOUNT]).  The fixed fee is nonadjustable for the term of 
the Agreement, except in the event of a significant change in the scope of work and such 
adjustment is made by written amendment.    

c. Travel expenses and per diem rates are not to exceed the rate specified by 
the State of California Department of Human Resources.  

d. When milestone cost estimates are included in the approved Cost 
Proposal, Consultant shall obtain prior written approval for a revised milestone cost estimate from 
the Contract Administrator before exceeding such cost estimate. 

 
e. Progress payments will be made monthly in arrears based on services 

provided and allowable incurred costs. A pro rata portion of Consultant’s fixed fee will be included 
in the monthly progress payments. If Consultant fails to submit the required deliverable items 
according to the schedule set forth in the Scope of Work, Town shall have the right to delay 
payment or terminate this Contract in accordance with the provisions of Section 21, Termination. 

 
f. No payment will be made prior to approval of any work, nor for any work 

performed prior to approval of this Agreement.  
 
g. Consultant will be reimbursed, as promptly as fiscal procedures will permit 

upon receipt by Town’s Contract Administrator of itemized invoices in triplicate. Invoices shall be 
submitted no later than 45 calendar days after the performance of work for which Consultant is 
billing. Invoices shall detail the work performed on each milestone and each project as applicable. 
Invoices shall follow the format stipulated for the approved Cost Proposal and shall reference this 
Agreement number and project title. Final invoice must contain the final cost and all credits due 
Town including any equipment purchased under the provisions of Section 27 Equipment 
Purchase of this Agreement. The final invoice should be submitted within 60 calendar days after 
completion of Consultant’s work. Invoices shall be mailed to Town’s Contract Administrator 

 
  Town of Colma 
  1198 El Camino Real 
  Colma, CA 94014 
  Attn: [INSERT NAME AND TITLE] 
 

h. The total amount payable by Town including the fixed fee shall not exceed 
[INSERT AMOUNT] ($[INSERT AMOUNT]).  

 
i. Salary increases will be reimbursable if the new salary is within the salary 

range identified in the approved Cost Proposal and is approved by Town’s Contract Administrator.  
For personnel subject to prevailing wage rates as described in the California Labor Code, all 
salary increases, which are the direct result of changes in the prevailing wage rates are 
reimbursable. 

 
3. Funding Requirements 

 a. It is understood and agreed that this Agreement is in funded in whole or in 
part by a grant administered by Caltrans pursuant to the attached Grant Agreement.  Consultant 
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agrees that it and its subconsultants will comply with all applicable flow down requirements under 
the Grant Agreement in the performance of this Agreement.  In the event of a conflict between 
the terms of the Grant Agreement and the terms of this Agreement, the provision that enforces 
the stricter obligation upon Consultant shall be deemed to apply. 

b. It is mutually understood between the Parties that this Agreement may 
have been written before ascertaining the availability of funds or appropriation of funds, for the 
mutual benefit of both Parties, in order to avoid program and fiscal delays that would occur if the 
Agreement were executed after that determination was made. 

 b. This Agreement is valid and enforceable only, if sufficient funds are made 
available to the Town for the purpose of this Agreement. In addition, this Agreement is subject to 
any additional restrictions, limitations, conditions, or any statute enacted by the Congress, State 
Legislature, or the Town governing body that may affect the provisions, terms, or funding of this 
Agreement in any manner. 

 c. It is mutually agreed that if sufficient funds are not appropriated, this 
Agreement may be amended to reflect any reduction in funds. 

 d. The Town has the option to void the Agreement under the 30-day 
termination clause pursuant to Section 20, or by mutual agreement to amend the Agreement to 
reflect any reduction of funds. 

4. Retention of Funds  

 a. Any subcontract entered into as a result of this Agreement shall contain all 
of the provisions of this Section. 

  b. No retainage will be withheld by the Town from progress payments 
due the Consultant.  Retainage by the Consultant or subconsultants is prohibited, and no 
retainage will be held by the Consultant from progress due subconsultants.  Any violation of this 
provision shall subject the violating Consultant or subconsultants to the penalties, sanctions, and 
other remedies specified in Section 7108.5 of the California Business and Professions Code.  This 
requirement shall not be construed to limit or impair any contractual, administrative, or judicial 
remedies, otherwise available to the Consultant or subconsultant in the event of a dispute 
involving late payment or nonpayment by the Consultant or deficient subconsultant performance, 
or noncompliance by a subconsultant.  This provision applies to both DBE and non-DBE 
Consultant and subconsultants. 

5. Retention of Records/Audit 

For the purpose of determining compliance with Public Contract Code 10115, et seq. and 
Title 21, California Code of Regulations, Chapter 21, Section 2500 et seq., when applicable and 
other matters connected with the performance of this Agreement pursuant to Government Code 
8546.7; Consultant, subconsultants, and the Town shall maintain and make available for 
inspection all books, documents, papers, accounting records, and other evidence pertaining to 
the performance of this Agreement, including but not limited to, the costs of administering this 
Agreement. All parties shall make such materials available at their respective offices at all 
reasonable times during this Agreement period and for three years from the date of final payment 
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under this Agreement. The state, State Auditor, Town, or any duly authorized representative of 
the federal government shall have access to any books, records, and documents of Consultant 
and it’s certified public accountants (CPA) work papers that are pertinent to this Agreement and 
indirect cost rates (ICR) for audit, examinations, excerpts, and transactions, and copies thereof 
shall be furnished if requested.  

6. Audit Review Procedures  

 a. Any dispute concerning a question of fact arising under an interim or post 
audit of this Agreement that is not disposed of by agreement, shall be reviewed by the Town.  

 b. Not later than 30 days after issuance of the final audit report, Consultant 
may request a review by the Town of unresolved audit issues. The request for review shall be 
submitted in writing. 

 c. Neither the pendency of a dispute nor its consideration by the Town shall 
excuse Consultant from full and timely performance, in accordance with the terms of this 
Agreement. 

 d. Consultant and subconsultant contracts, including cost proposals and ICR, 
are subject to audits or reviews such as, but not limited to, a contract audit, an incurred cost audit, 
an ICR Audit, or a CPA ICR audit work paper review. If selected for audit or review, the 
Agreement, cost proposal and ICR and related work papers, if applicable, will be reviewed to 
verify compliance with 48 CFR, Part 31 and other related laws and regulations. In the instances 
of a CPA ICR audit work paper review it is Consultant’s responsibility to ensure federal, state, or 
local government officials are allowed full access to the CPA’s work papers including making 
copies as necessary. The Agreement, cost proposal, and ICR shall be adjusted by Consultant 
and approved by the Town contract manager to conform to the audit or review recommendations. 
Consultant agrees that individual terms of costs identified in the audit report shall be incorporated 
into the Agreement by this reference if directed by the Town at its sole discretion. Refusal by 
Consultant to incorporate audit or review recommendations, or to ensure that the federal, state or 
local governments have access to CPA work papers, will be considered a breach of Agreement 
terms and cause for termination of the Agreement and disallowance of prior reimbursed costs. 

 7. Performance Period 

 a. This Agreement shall go into effect on [INSERT DATE], contingent upon 
approval by the Town, and Consultant shall commence work after notification to proceed by the 
Town’s Contract Administrator (“Notice to Proceed”). This Agreement shall end on [INSERT 
DATE], unless extended by written amendment.  The Town shall have the unilateral option, at its 
sole discretion, to renew this Agreement for no more than 2 additional one-year terms. 

 b. Consultant is advised that any recommendation for Agreement award is 
not binding on the Town until this Agreement is fully executed and approved by the Town.  

 c. The Notice to Proceed shall set forth the date of commencement of work.  
Consultant shall not proceed with performance of any Services under this Agreement unless and 
until the Town provides the Notice to Proceed.  Consultant shall meet any established schedules 
and deadlines as specified in Exhibit “C”.  Consultant shall perform all Services hereunder as 
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expeditiously as is consistent with professional skill and care, as well as the orderly progress of 
the Project work so as not to be the cause, in whole or in part, of delays in the completion of the 
Project or in the achievement of any Project milestones, as provided herein.  Specifically, 
Consultant shall perform its Services so as to allow for the full and adequate completion of the 
Project within the time required by the Town and within any completion schedules adopted for the 
Project.  Consultant agrees to coordinate with Town’s staff, contractors and consultants in the 
performance of the Services, and shall be available to Town’s staff, contractors and consultants 
at all reasonable times. 

 e. The Consultant shall only commence work covered by an amendment after 
the amendment is executed and notification to proceed has been provided by the Town’s Contract 
Administrator. 

8. Delays in Performance 

a. Neither Town nor Consultant shall be considered in default of this 
Agreement for delays in performance caused by circumstances beyond the reasonable control of 
the non-performing Party.  For purposes of this Agreement, such circumstances include but are 
not limited to, abnormal weather conditions; floods; earthquakes; fire; epidemics; war; riots and 
other civil disturbances; strikes, lockouts, work slowdowns, and other labor disturbances; 
sabotage or judicial restraint. 

b. Should such circumstances occur, the non-performing Party shall, within a 
reasonable time of being prevented from performing, give written notice to the other Party 
describing the circumstances preventing continued performance and the efforts being made to 
resume performance of this Agreement. 

9. Compliance with Law 

a. Consultant shall comply with all applicable laws, ordinances, codes and 
regulations of the federal, state and local government, including Cal/OSHA requirements. 

b. If required, Consultant shall assist the Town, as requested, in obtaining and 
maintaining all permits required of Consultant by federal, state and local regulatory agencies. 

c. If applicable, Consultant is responsible for all costs of clean up and/ or 
removal of hazardous and toxic substances spilled as a result of its Services or operations 
performed under this Agreement. 

10. Standard of Care 

Consultant shall perform all Services under this Agreement in a skillful and competent 
manner, consistent with the standards generally recognized as being employed by professionals 
qualified to perform the Services in the same discipline in the State of California, and shall be 
responsible to Town for damages sustained by the Town and delays to the Project as specified 
in the indemnification provision of this Agreement.  Without limiting the foregoing, Consultant shall 
be fully responsible to the Town for any increased costs incurred by the Town as a result of any 
such delays to the Project.  Consultant represents and maintains that it is skilled in the 



  

7 
25977.00100\31616319.3  
 

 

professional calling necessary to perform the Services.  Consultant warrants and represents that 
all of its employees, experts and subconsultants shall have sufficient skill and experience to 
perform the Services assigned to them.  Finally, Consultant represents that it, its employees, 
experts and subconsultants have all licenses, permits, qualifications and approvals of whatever 
nature that are legally required to perform the Services assigned to or rendered by them and that 
such licenses and approvals shall be maintained throughout the term of this Agreement.  As 
provided for in the indemnification provisions of this Agreement, Consultant shall perform, at its 
own cost and expense and without reimbursement from the Town, any services necessary to 
correct errors or omissions which are caused by the Consultant’s failure to comply with the 
standard of care provided for herein.  Any employee or subconsultant who is determined by the 
Town to be uncooperative, incompetent, a threat to the adequate or timely completion of the 
Project, a threat to the safety of persons or property, or any employee or subconsultant who fails 
or refuses to perform the Services in a manner acceptable to the Town, shall be promptly removed 
from the Project by the Consultant and shall not be re-employed to perform any of the Services 
or to work on the Project. 

11. Key Personnel 

Consultant has represented to the Town that certain additional key personnel and 
subconsultants will perform the Services under this Agreement.  Should one or more of such 
personnel or subconsultants become unavailable, Consultant may substitute others of at least 
equal competence upon written approval of the Town.  In the event that Town and Consultant 
cannot agree as to the substitution of key personnel or subconsultants, Town shall be entitled to 
terminate this Agreement for cause.  As discussed below, any personnel or subconsultants who 
fail or refuse to perform the Services in a manner acceptable to the Town, or who are determined 
by the Town to be uncooperative, incompetent, a threat to the adequate or timely completion of 
the Project or a threat to the safety of persons or property, shall be promptly removed from the 
Project by the Consultant at the request of the Town.  The key personnel and subconsultants for 
performance of this Agreement are as follows: 

[LIST KEY PERSONNEL, NAME, ROLE] 
 
12. Subcontracting 

a. Nothing contained in this Agreement or otherwise, shall create any 
contractual relation between the Town and any subconsultant(s), and no subcontract shall relieve 
Consultant of its responsibilities and obligations hereunder. Consultant agrees to be as fully 
responsible to the Town for the acts and omissions of its subconsultant(s) and of persons either 
directly or indirectly employed by any of them as it is for the acts and omissions of persons directly 
employed by Consultant.  Consultant’s obligation to pay its subconsultant(s) is an independent 
obligation from Town’s obligation to make payments to the Consultant. 

 
b. Consultant shall perform the Services with resources available within its 

own organization and no portion of the Services shall be subcontracted without written 
authorization by the Town’s Contract Administrator, except that, which is expressly identified in 
the Consultant Cost Proposal attached hereto.  

 
c. Consultant shall pay its subconsultants within ten (10) calendar days from 

receipt of each payment made to Consultant by the Town. 
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d. All subcontracts entered into as a result of this Agreement shall contain all 

the provisions stipulated in this Agreement to be applicable to subconsultants. 
 
e. Any substitution of subconsultant(s) must be approved in writing by the 

Town’s Contract Administrator prior to the start of work by the subconsultant(s). 
 

13. Independent Contractor 

Consultant is retained as an independent contractor and is not an employee of Town.  No 
employee or agent of Consultant shall become an employee of Town.  The work to be performed 
shall be in accordance with the work described in this Agreement, subject to such directions and 
amendments from Town as herein provided. 

14. Insurance   

Consultant shall not commence work for the Town until it has provided evidence 
satisfactory to the Town it has secured all insurance required under this Section.  In addition, 
Consultant shall not allow any subconsultant to commence work on any subcontract until it has 
secured all insurance required under this Section.   

a. Commercial General Liability 

(i) The Consultant shall take out and maintain, during the performance 
of all work under this Agreement, in amounts not less than specified herein, Commercial General 
Liability Insurance, in a form and with insurance companies acceptable to the Town. 

(ii) Coverage for Commercial General Liability insurance shall be at 
least as broad as the following: 

(1) Insurance Services Office Commercial General Liability 
coverage (Occurrence Form CG 00 01) or exact equivalent. 

(iii) Commercial General Liability Insurance must include coverage 
for the following: 

(1) Bodily Injury and Property Damage 
(2) Personal Injury/Advertising Injury 
(3) Premises/Operations Liability 
(4) Products/Completed Operations Liability 
(5) Aggregate Limits that Apply per Project 
(6) Explosion, Collapse and Underground (UCX) exclusion 

deleted 
(7) Contractual Liability with respect to this Agreement 
(8) Property Damage 
(9) Independent Consultants Coverage 

 (iv) The policy shall contain no endorsements or provisions limiting 
coverage for (1) contractual liability; (2) cross liability exclusion for claims or suits by one insured 
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against another; (3) products/completed operations liability; or (4) contain any other exclusion 
contrary to the Agreement. 

 (v) The policy shall give Town, its officials, officers, employees, 
agents and Town designated volunteers additional insured status using ISO endorsement forms 
CG 20 10 10 01 and 20 37 10 01, or endorsements providing the exact same coverage. 

 (vi) The general liability program may utilize either deductibles or 
provide coverage excess of a self-insured retention, subject to written approval by the Town, and 
provided that such deductibles shall not apply to the Town as an additional insured. 

b. Automobile Liability 

(i) At all times during the performance of the work under this 
Agreement, the Consultant shall maintain Automobile Liability Insurance for bodily injury and 
property damage including coverage for owned, non-owned and hired vehicles, in a form and with 
insurance companies acceptable to the Town. 

(ii) Coverage for automobile liability insurance shall be at least as 
broad as Insurance Services Office Form Number CA 00 01 covering automobile liability 
(Coverage Symbol 1, any auto). 

(iii)  The policy shall give Town, its officials, officers, employees, agents 
and Town designated volunteers additional insured status. 

(iv) The business automobile liability program may utilize either 
deductibles or provide coverage excess of a self-insured retention, subject to written approval by 
the Town, and provided that such deductibles shall not apply to the Town as an additional insured. 

c. Workers’ Compensation/Employer’s Liability 

(i) Consultant certifies that he/she is aware of the provisions of Section 
3700 of the California Labor Code which requires every employer to be insured against liability 
for workers’ compensation or to undertake self-insurance in accordance with the provisions of 
that code, and he/she will comply with such provisions before commencing work under this 
Agreement. 
 

(ii) To the extent Consultant has employees at any time during the term 
of this Agreement, at all times during the performance of the work under this Agreement, the 
Consultant shall maintain full compensation insurance for all persons employed directly by 
him/her to carry out the work contemplated under this Agreement, all in accordance with the 
“Workers’ Compensation and Insurance Act,” Division IV of the Labor Code of the State of 
California and any acts amendatory thereof, and Employer’s Liability Coverage in amounts 
indicated herein.  Consultant shall require all subconsultants to obtain and maintain, for the period 
required by this Agreement, workers’ compensation coverage of the same type and limits as 
specified in this Section. 
 

d. Professional Liability (Errors and Omissions) 
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At all times during the performance of the work under this Agreement the Consultant shall 
maintain professional liability or Errors and Omissions insurance appropriate to its profession, in 
a form and with insurance companies acceptable to the Town and in an amount indicated herein.  
This insurance shall be written on a policy form coverage specifically designed to protect against 
acts, errors or omissions of the Consultant.  “Covered Professional Services” as designated in 
the policy must specifically include work performed under this Agreement. The policy must “pay 
on behalf of” the insured and must include a provision establishing the insurer's duty to defend. 

e. Pollution Liability 

(i) Pollution Liability is required should any of the Services involve 
pollutants or hazardous materials.  Liability coverage shall include coverage for the environmental 
risks associated with the Project and expenses related to such, including bodily injury, property 
damage, on and off site clean-up, transporting, carrying or storing pollutants, and coverage for 
non-owned disposal sites. 

(ii) The policy shall give Town, its officials, officers, employees, agents 
and Town designated volunteers additional insured status. 

(iii) The pollution liability program may utilize either deductibles or 
provide coverage excess of a self-insured retention, subject to written approval by the Town, and 
provided that such deductibles shall not apply to the Town as an additional insured. 

f. Minimum Policy Limits Required 

(i) The following insurance limits are required for the Agreement: 

Combined Single Limit 

Commercial General Liability  $2,000,000 per occurrence/$4,000,000 aggregate  
  for bodily injury, personal injury, and property  
  damage 

 
Automobile Liability   $1,000,000 combined single limit 

Employer’s Liability   $1,000,000 per occurrence 

Professional Liability   $3,000,000 per claim and aggregate (errors and 
omissions) 

 
Pollution Liability   $1,000,000 each loss/$2,000,000 aggregate 
 

 (ii) Defense costs shall be payable in addition to the limits. 

 (iii) Requirements of specific coverage or limits contained in this 
Section are not intended as a limitation on coverage, limits, or other requirement, or a waiver of 
any coverage normally provided by any insurance.  Any available coverage shall be provided to 
the parties required to be named as Additional Insured pursuant to this Agreement. 
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g. Evidence Required 

Prior to execution of the Agreement, the Consultant shall file with the Town 
evidence of insurance from an insurer or insurers certifying to the coverage of all insurance 
required herein.  Such evidence shall include original copies of the ISO CG 00 01 (or insurer’s 
equivalent) signed by the insurer’s representative and Certificate of Insurance (Acord Form 25-
S or equivalent), together with required endorsements.  All evidence of insurance shall be signed 
by a properly authorized officer, agent, or qualified representative of the insurer and shall certify 
the names of the insured, any additional insureds, where appropriate, the type and amount of 
the insurance, the location and operations to which the insurance applies, and the expiration 
date of such insurance.   

h. Policy Provisions Required 

(i)  Consultant shall provide the Town at least thirty (30) days prior 
written notice of cancellation of any policy required by this Agreement, except that the Consultant 
shall provide at least ten (10) days prior written notice of cancellation of any such policy due to 
non-payment of premium.  If any of the required coverage is cancelled or expires during the term 
of this Agreement, the Consultant shall deliver renewal certificate(s) including the General 
Liability Additional Insured Endorsement to the Town at least ten (10) days prior to the effective 
date of cancellation or expiration. 

(ii) The Commercial General Liability Policy, Automobile Liability Policy 
and Pollution Liability Policy shall each contain a provision stating that Consultant’s policy is 
primary insurance and that any insurance, self-insurance or other coverage maintained by the 
Town or any named insureds shall not be called upon to contribute to any loss. 

(iii) The retroactive date (if any) of each policy is to be no later than the 
effective date of this Agreement.  Consultant shall maintain such coverage continuously for a 
period of at least three years after the completion of the work under this Agreement.  Consultant 
shall purchase a one (1) year extended reporting period A) if the retroactive date is advanced 
past the effective date of this Agreement; B) if the policy is cancelled or not renewed; or C) if the 
policy is replaced by another claims-made policy with a retroactive date subsequent to the 
effective date of this Agreement. 

(iv) All required insurance coverages, except for the professional 
liability coverage, shall contain or be endorsed to waiver of subrogation in favor of the Town, its 
officials, officers, employees, agents, and volunteers or shall specifically allow Consultant or 
others providing insurance evidence in compliance with these specifications to waive their right 
of recovery prior to a loss. Consultant hereby waives its own right of recovery against Town, and 
shall require similar written express waivers and insurance clauses from each of its 
subconsultants. 

(v) The limits set forth herein shall apply separately to each insured 
against whom claims are made or suits are brought, except with respect to the limits of liability.  
Further the limits set forth herein shall not be construed to relieve the Consultant from liability in 
excess of such coverage, nor shall it limit the Consultant’s indemnification obligations to the 
Town and shall not preclude the Town from taking such other actions available to the Town under 
other provisions of the Agreement or law. 
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i. Qualifying Insurers 

(i) All policies required shall be issued by acceptable insurance 
companies, as determined by the Town, which satisfy the following minimum requirements: 

(1) Each such policy shall be from a company or companies 
with a current A.M. Best's rating of no less than A:VII and admitted to transact in the 
business of insurance in the State of California, or otherwise allowed to place insurance 
through surplus line brokers under applicable provisions of the California Insurance Code 
or any federal law. 

j. Additional Insurance Provisions 

(i) The foregoing requirements as to the types and limits of insurance 
coverage to be maintained by Consultant, and any approval of said insurance by the Town, is 
not intended to and shall not in any manner limit or qualify the liabilities and obligations otherwise 
assumed by the Consultant pursuant to this Agreement, including but not limited to, the 
provisions concerning indemnification. 

(ii) If at any time during the life of the Agreement, any policy of 
insurance required under this Agreement does not comply with these specifications or is 
canceled and not replaced, Town has the right but not the duty to obtain the insurance it deems 
necessary and any premium paid by Town will be promptly reimbursed by Consultant or Town 
will withhold amounts sufficient to pay premium from Consultant payments. In the alternative, 
Town may cancel this Agreement. 

(iii) The Town may require the Consultant to provide complete copies 
of all insurance policies in effect for the duration of the Project. 

(iv) Neither the Town nor any of its officials, officers, employees, agents 
or volunteers shall be personally responsible for any liability arising under or by virtue of this 
Agreement. 

k. Subconsultant Insurance Requirements Consultant shall not allow any 
subconsultants to commence work on any subcontract until they have provided evidence 
satisfactory to the Town that they have secured all insurance required under this Section.  
Policies of commercial general liability insurance provided by such subconsultants shall be 
endorsed to name the Town as an additional insured using ISO form CG 20 38 04 13 or an 
endorsement providing the exact same coverage.  If requested by Consultant, Town may 
approve in writing different scopes or minimum limits of insurance for particular subconsultants.   

 15. Safety  

  a. Consultant shall comply with OSHA regulations applicable to Consultant 
regarding necessary safety equipment or procedures. Consultant shall comply with safety 
instructions issued by the Town Safety Officer and other Town representatives. Consultant 
personnel shall wear hard hats and safety vests at all times while working on the construction 
project site. 
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  b. Pursuant to the authority contained in Section 591 of the Vehicle Code, the 
Town has determined that such areas are within the limits of the project and are open to public 
traffic. Consultant shall comply with all of the requirements set forth in Divisions 11, 12, 13, 14, 
and 15 of the Vehicle Code. Consultant shall take all reasonably necessary precautions for safe 
operation of its vehicles and the protection of the traveling public from injury and damage from 
such vehicles. 

  c. Any subcontract entered into as a result of this Agreement, shall contain all 
of the provisions of this Section. 

  d. Consultant must have a Division of Occupational Safety and Health (CAL-
OSHA) permit(s), as outlined in California Labor Code Sections 6500 and 6705, prior to the 
initiation of any practices, work, method, operation, or process related to the construction or 
excavation of trenches which are five feet or deeper. 

16. Indemnification 

a. For all matters not arising out of Consultant’s performance of “design 
professional” services (as that term is defined under Civil Code section 2782.8) and to the fullest 
extent permitted by law, Consultant shall defend (with counsel of Town’s choosing), indemnify 
and hold the Town, its officials, officers, employees, volunteers, and agents free and harmless 
from any and all claims, demands, causes of action, costs, expenses, liability, loss, damage or 
injury of any kind, in law or equity, to property or persons, including wrongful death,  in any manner 
arising out of, pertaining to, or incident to any acts, errors or omissions, or willful misconduct of 
Consultant, its officials, officers, employees, subconsultants or agents in connection with the 
performance of the Consultant’s Services, the Project or this Agreement, including without 
limitation the payment of all damages, expert witness fees and attorney’s fees and other related 
costs and expenses.  Consultant's obligation to indemnify shall not be restricted to insurance 
proceeds, if any, received by Consultant, the Town, its officials, officers, employees, agents, or 
volunteers. 

 
b. If Consultant’s obligation to defend, indemnify, and/or hold harmless arises 

out of Consultant’s performance of “design professional” services (as that term is defined under 
Civil Code section 2782.8), then, and only to the extent required by Civil Code section 2782.8, 
which is fully incorporated herein, Consultant’s indemnification obligation shall be limited to claims 
that arise out of, pertain to, or relate to the negligence, recklessness, or willful misconduct of the 
Consultant, and, upon Consultant obtaining a final adjudication by a court of competent 
jurisdiction, Consultant’s liability for such claim, including the cost to defend, shall not exceed the 
Consultant’s proportionate percentage of fault. 

 
 17. California Labor Code Requirements 

a. State Prevailing Wage Rates  

 1. Consultant shall comply with the State of California’s General 
Prevailing Wage Rate requirements in accordance with California Labor Code, Section 1770, and 
all federal, state, and local laws and ordinances applicable to the work (“Prevailing Wage Laws”). 
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 2. Any subcontract entered into as a result of this Agreement, if for 
more than $25,000 for public works construction or more than $15,000 for the alteration, 
demolition, repair, or maintenance of public works, shall contain all of the provisions of this 
Section, unless the awarding agency has an approved labor compliance program by the Director 
of Industrial Relations. 

 3. When prevailing wages apply to the Services described in the 
scope of work, transportation and subsistence costs shall be reimbursed at the minimum rates 
set by the Department of Industrial Relations (DIR) as outlined in the applicable Prevailing Wage 
Determination. See http://www.dir.ca.gov. 

b. Consultant is aware of the requirements of California Labor Code Sections 
1720 et seq. and 1770 et seq., which require the payment of prevailing wage rates and the 
performance of other requirements on certain “public works” and “maintenance” projects 
(“Prevailing Wage Laws”).  Consultant shall defend, indemnify and hold the Town, its officials, 
officers, employees and agents free and harmless from any claims, liabilities, costs, penalties or 
interest arising out of any failure or alleged failure to comply with the Prevailing Wage Laws.  It 
shall be mandatory upon the Consultant and all subconsultants to comply with all California Labor 
Code provisions, which include but are not limited to prevailing wages (Labor Code Sections 
1771, 1774 and 1775), employment of apprentices (Labor Code Section 1777.5), certified payroll 
records (Labor Code Section 1771.4 and 1776), hours of labor (Labor Code Sections 1813 and 
1815) and debarment of contractors and subcontractors (Labor Code Section 1777.1).  The 
requirement to submit certified payroll records directly to the Labor Commissioner under Labor 
Code section 1771.4 shall not apply to work performed on a public works project that is exempt 
pursuant to the small project exemption specified in Labor Code Section 1771.4. 

  c. If the Services are being performed as part of an applicable “public works” 
or “maintenance” project, then pursuant to Labor Code Sections 1725.5 and 1771.1, the 
Consultant and all subconsultants performing such Services must be registered with the 
Department of Industrial Relations.  Consultant shall maintain registration for the duration of the 
Project and require the same of any subconsultants, as applicable.  This Project may also be 
subject to compliance monitoring and enforcement by the Department of Industrial Relations.  It 
shall be Consultant’s sole responsibility to comply with all applicable registration and labor 
compliance requirements.  Notwithstanding the foregoing, the contractor registration 
requirements mandated by Labor Code Sections 1725.5 and 1771.1 shall not apply to work 
performed on a public works project that is exempt pursuant to the small project exemption 
specified in Labor Code Sections 1725.5 and 1771.1. 

  d. This Agreement may also be subject to compliance monitoring and 
enforcement by the Department of Industrial Relations.  It shall be Consultant’s sole responsibility 
to comply with all applicable registration and labor compliance requirements.  Any stop orders 
issued by the Department of Industrial Relations against Consultant or any subconsultant that 
affect Consultant’s performance of Services, including any delay, shall be Consultant’s sole 
responsibility.  Any delay arising out of or resulting from such stop orders shall be considered 
Consultant caused delay and shall not be compensable by the Town.  Consultant shall defend, 
indemnify and hold the Town, its officials, officers, employees and agents free and harmless from 
any claim or liability arising out of stop orders issued by the Department of Industrial Relations 
against Consultant or any subconsultant. 
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 18. Verification of Employment Eligibility 

 By executing this Agreement, Consultant verifies that it fully complies with all requirements 
and restrictions of state and federal law respecting the employment of undocumented aliens, 
including, but not limited to, the Immigration Reform and Control Act of 1986, as may be amended 
from time to time, and shall require all subconsultants and sub-subconsultants to comply with the 
same.   

 19. Cost Principles and Administrative Requirements  

  a. Consultant agrees that the Contract Cost Principles and Procedures, 48 
CFR, Federal Acquisition Regulations System, Chapter 1, Part 31.000 et seq., shall be used to 
determine the cost allowability of individual items. 

  b. Consultant also agrees to comply with federal procedures in accordance 
with 2 CFR, Part 200, Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards. 

  c. Any costs for which payment has been made to Consultant that are 
determined by subsequent audit to be unallowable under 2 CFR, Part 200 and 48 CFR, Federal 
Acquisition Regulations System, Chapter 1, Part 31.000 et seq., are subject to repayment by 
Consultant to the Town. 

 20. Laws and Venue 

This Agreement shall be interpreted in accordance with the laws of the State of California.  
If any action is brought to interpret or enforce any term of this Agreement, the action shall be 
brought in a state or federal court situated in the County of San Mateo, State of California.   

21. Termination  

a. The Town reserves the right to terminate this Agreement upon thirty (30) 
calendar days written notice to Consultant with the reasons for termination stated in the notice.  

b. The Town may terminate this Agreement with Consultant should 
Consultant fail to perform the covenants herein contained at the time and in the manner herein 
provided. In the event of such termination, the Town may proceed with the work in any manner 
deemed proper by the Town. If the Town terminates this Agreement with Consultant, the Town 
shall pay Consultant the sum due to Consultant under this Agreement prior to termination, unless 
the cost of completion to the Town exceeds the funds remaining in the Agreement. In which case 
the overage shall be deducted from any sum due Consultant under this Agreement and the 
balance, if any, shall be paid to Consultant upon demand.  

c. Upon termination, Consultant shall provide to Town all Project Documents, 
as defined below, to which Town would have been entitled at the completion of Consultant’s 
Services under this Agreement.  Upon payment of the amount required to be paid to Consultant 
pursuant to the termination provisions of this Agreement, Town shall have the rights, as provided 
in this Agreement hereinafter, to use such Project Documents prepared by or on behalf of 
Consultant under this Agreement.  Consultant shall make such documents available to Town upon 
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request and without additional compensation other than as may be approved as a reimbursable 
expense.   

22. Project Documents   

 a. All original field notes, written reports, drawings and specifications and any 
other documents prepared pursuant to this Agreement, including, but not limited to, any other 
works of authorship fixed in any tangible medium of expression such as writings, physical 
drawings and data magnetically or otherwise recorded on computer diskettes (hereinafter referred 
to as the “Project Documents”) shall be and remain the property of Town.  Although the official 
copyright in all Project Documents shall remain with the Consultant or other applicable 
subconsultants, the Project Documents shall be the property of Town whether or not the work for 
which they were made is executed or completed.  Within thirty (30) calendar days following 
completion of the Project, Consultant shall provide to Town copies of all Project Documents 
required by Town.  In addition, Consultant shall retain copies of all Project Documents on file for 
a minimum of fifteen (15) years following completion of the Project, and shall make copies 
available to Town upon the payment of reasonable duplication costs.  Before destroying the 
Project Documents following this retention period, Consultant shall make a reasonable effort to 
notify Town and provide Town with the opportunity to obtain the documents.  This Agreement 
creates a non-exclusive and perpetual license for Town to copy, use, modify or reuse any and all 
Project Documents and any intellectual property rights therein for any purpose related to the 
Project.  Consultant shall require any and all subconsultants to agree in writing that Town is 
granted a non-exclusive and perpetual license for the work of such subconsultants performed 
pursuant to this Agreement.  Consultant represents and warrants that Consultant has the legal 
right to license any and all copyrights, designs and other intellectual property embodied in the 
Project Documents that Consultant prepares or causes to be prepared pursuant to this 
Agreement.  Consultant shall indemnify and hold Town harmless pursuant to the indemnification 
provisions of this Agreement for any breach of this Section.   

 b. It is understood and agreed that all calculations, drawings and 
specifications, whether in hard copy or machine-readable form, are intended for one-time use in 
the construction of the project for which this Agreement has been entered into. 

 c. Consultant is not liable for claims, liabilities, or losses arising out of, or 
connected with the modification, or misuse by the Town of the machine-readable information and 
data provided by Consultant under this Agreement; further, Consultant is not liable for claims, 
liabilities, or losses arising out of, or connected with any use by the Town of the Project 
Documents on other projects for additions to this Project, or for the completion of this Project by 
others, except only such use as many be authorized in writing by Consultant.  

 d. Applicable patent rights provisions regarding rights to inventions shall be 
included in the contracts as appropriate (48 CFR 27, Subpart 27.3 - Patent Rights under 
Government Contracts for federal-aid contracts). 

 e. The Town may permit copyrighting reports or other agreement products.  If 
copyrights are permitted; the agreement shall provide that Caltrans shall have the royalty-free 
nonexclusive and irrevocable right to reproduce, publish, or otherwise use; and to authorize others 
to use, the work for government purposes. 
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23. Confidentiality 

a. All Project Documents, either created by or provided to Consultant in connection 
with the performance of this Agreement, shall be held confidential by Consultant to the extent 
they are not subject to disclosure pursuant to the Public Records Act.  All Project Documents shall 
not, without the written consent of Town, be used or reproduced by Consultant for any purposes 
other than the performance of the Services.  Consultant shall not disclose, cause or facilitate the 
disclosure of the Project Documents to any person or entity not connected with the performance 
of the Services or the Project.  Nothing furnished to Consultant which is otherwise known to 
Consultant or is generally known, or has become known, to the related industry shall be deemed 
confidential.  Consultant shall not use Town’s name or insignia, photographs of the Project, or 
any publicity pertaining to the Services or the Project in any magazine, trade paper, newspaper, 
television or radio production or other similar medium without the written consent of Town. 

b. All financial, statistical, personal, technical, or other data and information relative 
to the Town’s operations, which are designated confidential by the Town and made available to 
Consultant in order to carry out this Agreement, shall be protected by Consultant from 
unauthorized use and disclosure. 

c. Permission to disclose information on one occasion, or public hearing held by the 
Town relating to the Agreement, shall not authorize Consultant to further disclose such 
information, or disseminate the same on any other occasion.  

d. Consultant shall not comment publicly to the press or any other media regarding 
the Agreement or the Town’s actions on the same, except to the Town’s staff, Consultant’s own 
personnel involved in the performance of this Agreement, at public hearings or in response to 
questions from a Legislative committee.  

e. All information related to the construction estimate is confidential, and shall not be 
disclosed by Consultant to any entity other than the Town. 

24. Disputes 

 a. Any dispute, other than audit, concerning a question of fact arising under 
this Agreement that is not disposed of by agreement shall be decided by a committee consisting 
of the Town’s Contract Administrator and [INSERT DEPARTMENT HEAD OR OFFICIAL], who 
may consider written or verbal information submitted by Consultant. 

 b. Not later than 30 days after completion of all deliverables necessary to 
complete the plans, specifications and estimate, Consultant may request review by the Town 
[INSERT APPLICABLE POSITION] of unresolved claims or disputes, other than audit. The 
request for review will be submitted in writing. 

 c. Neither the pendency of a dispute, nor its consideration by the committee 
will excuse Consultant from full and timely performance in accordance with the terms of this 
Agreement. 

25. Claims Filed by the Town’s Construction Contractor 
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 a. If claims are filed by the Town’s construction contractor relating to work 
performed by Consultant’s personnel, and additional information or assistance from Consultant’s 
personnel is required in order to evaluate or defend against such claims; Consultant agrees to 
make its personnel available for consultation with the Town’s construction contract administration 
and legal staff and for testimony, if necessary, at depositions and at trial or arbitration 
proceedings.  

b. Consultant’s personnel that the Town considers essential to assist in defending 
against construction contractor claims will be made available on reasonable notice from the Town.  
Consultation or testimony will be reimbursed at the same rates, including travel costs that are 
being paid for Consultant’s personnel services under this Agreement. 

c. Services of Consultant’s personnel in connection with the Town’s construction 
contractor claims will be performed pursuant to a written amendment, if necessary, extending the 
termination date of this Agreement in order to resolve the construction claims.  

26. The Town’s Contract Administrator  

The Town hereby designates [INSERT NAME], [INSERT TITLE], or his or her designee, 
to act as its Contract Administrator for the performance of this Agreement (“Town’s Contract 
Administrator ”).  Town’s Contract Administrator shall have the power to act on behalf of the Town 
for all purposes under this Agreement.  Consultant shall not accept direction or orders from any 
person other than the Town’s Contract Administrator or his or her designee. 

27. Limitation of Agreement 

 This Agreement is limited to and includes only the work included in the Project described 
above. 
 
 28. Equipment Purchase 
 
  a. Prior authorization in writing, by the Town’s Contract Administrator shall be 
required before Consultant enters into any unbudgeted purchase order, or subcontract for 
supplies, equipment, or Consultant services. Consultant shall provide an evaluation of the 
necessity or desirability of incurring such costs.  
 
  b. For purchase of any item, service or consulting work not covered in 
Consultant’s Cost Proposal and exceeding $5,000 prior authorization by the Town’s Contract 
Administrator is required.  Three competitive quotations must be submitted with the request for 
such purchase, or the absence of bidding must be adequately justified.  
 

 c. Any equipment purchased as a result of this Agreement is subject to the 
following:  Consultant shall maintain an inventory of all nonexpendable property. Nonexpendable 
property is defined as having a useful life of at least two years and an acquisition cost of $5,000 
or more. If the purchased equipment needs replacement and is sold or traded in, the Town shall 
receive a proper refund or credit at the conclusion of this Agreement, or if this Agreement is 
terminated, the Town may either keep the equipment and credit the Town in an amount equal to 
its fair market value, or sell such equipment at the best price obtainable at a public or private sale, 
in accordance with established Town procedures; and credit the Town in an amount equal to the 
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sales price. If Consultant elects to keep the equipment, fair market value shall be determined at 
Consultant’s expense, on the basis of a competent independent appraisal of such equipment. 
Appraisals shall be obtained from an appraiser mutually agreeable to the Town and Consultant.  
If Consultant determines to sell the equipment, the terms and conditions of such sale must be 
approved in advance by the Town.  2 CFR, Part 200 requires a credit to federal funds when 
participating equipment with a fair market value greater than $5,000 is credited to the project. 
 

29. Statement of Compliance 
 
 a. Consultant’s signature affixed herein, and dated, shall constitute a 

certification under penalty of perjury under the laws of the State of California that Consultant has, 
unless exempt, complied with, the nondiscrimination program requirements of Government Code 
Section 12990 and Title 2, California Administrative Code, Section 8103. 

 
 b. During the performance of this Agreement, Consultant and its 

subconsultants shall not unlawfully discriminate, harass, or allow harassment against any 
employee or applicant for employment because of sex, race, color, ancestry, religious creed, 
national origin, physical disability (including HIV and AIDS), mental disability, medical condition 
(e.g., cancer), age (over 40), marital status, and denial of family care leave. Consultant and 
subconsultants shall insure that the evaluation and treatment of their employees and applicants 
for employment are free from such discrimination and harassment. Consultant and 
subconsultants shall comply with the provisions of the Fair Employment and Housing Act (Gov. 
Code §12990 (a-f) et seq.) and the applicable regulations promulgated there under (California 
Code of Regulations, Title 2, Section 7285 et seq.). The applicable regulations of the Fair 
Employment and Housing Commission implementing Government Code Section 12990 (a-f), set 
forth in Chapter 5 of Division 4 of Title 2 of the California Code of Regulations, are incorporated 
into this Agreement by reference and made a part hereof as if set forth in full. Consultant and its 
subconsultants shall give written notice of their obligations under this clause to labor organizations 
with which they have a collective bargaining or other agreement.  

 
 c. If this Agreement is federally funded, the Consultant shall comply with 

regulations relative to Title VI (nondiscrimination in federally-assisted programs of the Department 
of Transportation – Title 49 Code of Federal Regulations, Part 21 - Effectuation of Title VI of the 
1964 Civil Rights Act). Title VI provides that the recipients of federal assistance will implement 
and maintain a policy of nondiscrimination in which no person in the state of California shall, on 
the basis of race, color, national origin, religion, sex, age, disability, be excluded from participation 
in, denied the benefits of or subject to discrimination under any program or activity by the 
recipients of federal assistance or their assignees and successors in interest. 

 
 d. If this Agreement is federally funded, the Consultant, with regard to the 

work performed by it during the Agreement shall act in accordance with Title VI. Specifically, the 
Consultant shall not discriminate on the basis of race, color, national origin, religion, sex, age, or 
disability in the selection and retention of subconsultants, including procurement of materials and 
leases of equipment. The Consultant shall not participate either directly or indirectly in the 
discrimination prohibited by Section 21.5 of the U.S. DOT’s Regulations, including employment 
practices when the Agreement covers a program whose goal is employment. 

 
30. Debarment and Suspension Certification  
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 a. Consultant’s signature affixed herein, shall constitute a certification under 
penalty of perjury under the laws of the State of California, that Consultant has complied with Title 
2 CFR, Part 180, “OMB Guidelines to Agencies on Government wide Debarment and Suspension 
(nonprocurement)”, which certifies that he/she or any person associated therewith in the capacity 
of owner, partner, director, officer, or manager, is not currently under suspension, debarment, 
voluntary exclusion, or determination of ineligibility by any federal agency; has not been 
suspended, debarred, voluntarily excluded, or determined ineligible by any federal agency within 
the past three (3) years; does not have a proposed debarment pending; and has not been indicted, 
convicted, or had a civil judgment rendered against it by a court of competent jurisdiction in any 
matter involving fraud or official misconduct within the past three (3) years. Any exceptions to this 
certification must be disclosed to the Town. 

 
 b. Exceptions will not necessarily result in denial of recommendation for 

award, but will be considered in determining Consultant responsibility. Disclosures must indicate 
to whom exceptions apply, initiating agency, and dates of action. 

 
 c. Exceptions to the Federal Government Excluded Parties List System 

maintained by the General Services Administration are to be determined by Caltrans. 
 
31. Inspection of Work.  
 
Consultant and any subconsultant shall permit the Town and the state to review and 

inspect the project activities and files at all reasonable times during the performance period of this 
Agreement including review and inspection on a daily basis. 

 
32. National Labor Relations Board Certification  

 In accordance with Public Contract Code Section 10296, Consultant hereby states 
under penalty of perjury that no more than one final unappealable finding of contempt of court by 
a federal court has been issued against Consultant within the immediately preceding two-year 
period, because of Consultant’s failure to comply with an order of a federal court that orders 
Consultant to comply with an order of the National Labor Relations Board. 

 
33. Disadvantaged Business Enterprises (DBE) Participation  
 
[Reserved]  
 
34. Notice 

 
Any notice or instrument required to be given or delivered by this Agreement may be given 

or delivered by depositing the same in any United States Post Office, certified mail, return receipt 
requested, postage prepaid, addressed to: 

TOWN: 
Town of Colma 
1198 El Camino Real 
Colma, CA 94014 
Attn:  [INSERT NAME AND TITLE] 

CONSULTANT: 
[BUSINESS NAME] 
[ADDRESS] 
[CITY, STATE, ZIP] 
Attn: [CONTACT NAME AND TITLE] 

 



  

21 
25977.00100\31616319.3  
 

 

and shall be effective upon receipt thereof. 

35. Third Party Rights 

Nothing in this Agreement shall be construed to give any rights or benefits to anyone other 
than the Town and the Consultant. 

36. Equal Opportunity Employment 

Consultant represents that it is an equal opportunity employer and that it shall not 
discriminate against any employee or applicant for employment because of race, religion, color, 
national origin, ancestry, sex, age or other interests protected by the state or federal Constitutions.  
Such non-discrimination shall include, but not be limited to, all activities related to initial 
employment, upgrading, demotion, transfer, recruitment or recruitment advertising, layoff or 
termination. 

37. Labor Certification 

By its signature hereunder, Consultant certifies that it is aware of the provisions of Section 
3700 of the California Labor Code which require every employer to be insured against liability for 
Worker’s Compensation or to undertake self-insurance in accordance with the provisions of that 
Code, and agrees to comply with such provisions before commencing the performance of the 
Services. 

38. Entire Agreement 

This Agreement, with its exhibits, represents the entire understanding of Town and 
Consultant as to those matters contained herein, and supersedes and cancels any prior or 
contemporaneous oral or written understanding, promises or representations with respect to 
those matters covered hereunder.  Each Party acknowledges that no representations, 
inducements, promises or agreements have been made by any person which are not incorporated 
herein, and that any other agreements shall be void. This Agreement may not be modified or 
altered except in writing signed by both Parties hereto. This is an integrated Agreement. 

39. Severability 

The unenforceability, invalidity or illegality of any provision(s) of this Agreement shall not 
render the provisions unenforceable, invalid or illegal. 

40. Successors and Assigns 

This Agreement shall be binding upon and shall inure to the benefit of the successors in 
interest, executors, administrators and assigns of each Party to this Agreement.  However, 
Consultant shall not assign or transfer by operation of law or otherwise any or all of its rights, 
burdens, duties or obligations without the prior written consent of Town.  Any attempted 
assignment without such consent shall be invalid and void. 

41. Non-Waiver 
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None of the provisions of this Agreement shall be considered waived by either Party, 
unless such waiver is specifically specified in writing. 

42. Time of Essence 

Time is of the essence for each and every provision of this Agreement. 

43. Town’s Right to Employ Other Consultants 

Town reserves its right to employ other consultants in connection with this Project or other 
projects. 

44. Prohibited Interests 

  a. Contingent Fee   

 Consultant warrants by execution of this Agreement that no person or selling agency has 
been employed, or retained, to solicit or secure this Agreement upon an agreement or 
understanding, for a commission, percentage, brokerage, or contingent fee, excepting bona fide 
employees, or bona fide established commercial or selling agencies maintained by Consultant for 
the purpose of securing business.  For breach or violation of this warranty, the Town has the right 
to annul this Agreement without liability; pay only for the value of the work actually performed, or 
in its discretion to deduct from the contract price or consideration, or otherwise recover the full 
amount of such commission, percentage, brokerage, or contingent fee.  For the term of this 
Agreement, no director, official, officer or employee of Town, during the term of his or her service 
with Town, shall have any direct interest in this Agreement, or obtain any present or anticipated 
material benefit arising therefrom. 

  b. Conflict of Interest 

   1. Consultant shall disclose any financial, business, or other 
relationship with Commission that may have an impact upon the outcome of this Agreement, or 
any ensuing Town construction project. Consultant shall also list current clients who may have a 
financial interest in the outcome of this Agreement, or any ensuing Town construction project, 
which will follow.  

   2. Consultant hereby certifies that it does not now have, nor shall it 
acquire any financial or business interest that would conflict with the performance of Services 
under this Agreement. 

   3. Consultant hereby certifies that neither Consultant, nor any firm 
affiliated with Consultant will bid on any construction contract, or on any contract to provide 
construction inspection for any construction project resulting from this Agreement. An affiliated 
firm is one, which is subject to the control of the same persons through joint-ownership, or 
otherwise. 

   4. Except for subconsultants whose services are limited to providing 
surveying or materials testing information, no subconsultant who has provided design services in 
connection with this Agreement shall be eligible to bid on any construction contract, or on any 
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contract to provide construction inspection for any construction project resulting from this 
Agreement.  

  c. Rebates, Kickbacks or Other Unlawful Consideration. 

 Consultant warrants that this Agreement was not obtained or secured through rebates 
kickbacks or other unlawful consideration, either promised or paid to any Town employee. For 
breach or violation of this warranty, Town shall have the right in its discretion; to terminate this 
Agreement without liability; to pay only for the value of the work actually performed; or to deduct 
from the Agreement price; or otherwise recover the full amount of such rebate, kickback or other 
unlawful consideration. 

  d. Prohibition of Expending Town, State, or Federal Funds for Lobbying.   

1. The Consultant certifies that to the best of his or her knowledge 
and belief that:  

    A. No state, federal or local agency appropriated funds have 
been paid, or will be paid by or on behalf of the Consultant to any person for influencing or 
attempting to influence an officer or employee of any state or federal agency; a Member of the 
State Legislature or United States Congress; an officer or employee of the Legislature or 
Congress; or any employee of a Member of the Legislature or Congress, in connection with the 
awarding of any state or federal contract; the making of any state or federal grant; the making of 
any state or federal loan; the entering into of any cooperative agreement, and the extension, 
continuation, renewal, amendment, or modification of any state or federal contract, grant, loan, or 
cooperative agreement. 

    B. If any funds other than federal appropriated funds have 
been paid, or will be paid to any person for influencing or attempting to influence an officer or 
employee of any federal agency; a Member of Congress; an officer or employee of Congress, or 
an employee of a Member of Congress; in connection with this federal contract, grant, loan, or 
cooperative agreement; Consultant shall complete and submit Standard Form-LLL, “Disclosure 
Form to Report Lobbying”, attached hereto as Exhibit “F” and incorporated herein by this 
reference, in accordance with its instructions. 

   2. This certification is a material representation of fact upon which 
reliance was placed when this transaction was made or entered into. Submission of this 
certification is a prerequisite for making or entering into this transaction imposed by Section 1352, 
Title 31, U.S. Code. Any person who fails to file the required certification shall be subject to a civil 
penalty of not less than $10,000 and not more than $100,000 for each such failure. 

   3. Consultant also agrees by signing this document that he or she 
shall require that the language of this certification be included in all lower-tier subcontracts, which 
exceed $100,000 and that all such sub recipients shall certify and disclose accordingly. 

45. Paper Waste Reduction Policy 

Consultant shall utilize double-sided printing and recycled paper for all Project Documents, 
notices and correspondence placed on standard Letter sized paper (ANSI A - 8.5”x11”) or 



  

24 
25977.00100\31616319.3  
 

 

equivalent whenever practicable.  Consultant shall endeavor to utilize electronic correspondence 
in the performance of the Services, the Project and this Agreement except where written notice 
is expressly required under the terms of this Agreement in which case Consultant shall comply 
with the notice requirements set forth above. 

46. Assignment 

Consultant shall not assign, sublet, or transfer this Agreement or any rights under or 
interest in this Agreement without the written consent of the Town, which may be withheld for any 
reason.  Any attempt to so assign or so transfer without such consent shall be void and without 
legal effect and shall constitute grounds for termination. 

47. Evaluation of Consultant  
 
Consultant ’s performance will be evaluated by the Town. A copy of the evaluation will be 

sent to Consultant for comments.  The evaluation together with the comments shall be retained 
as part of the Agreement record. 

[SIGNATURES ON FOLLOWING PAGE] 
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SIGNATURE PAGE FOR PROFESSIONAL SERVICES AGREEMENT 
BETWEEN THE TOWN OF COLMA 

AND [***INSERT NAME***] 
 

IN WITNESS WHEREOF, the Parties have executed this Agreement as of the date first 
written above. 

TOWN OF COLMA    [INSERT NAME OF CONSULTANT] 

 

 

 

By:                                 By:       

[INSERT NAME]    

[INSERT TITLE]   Its:       

 

     Printed Name:      

ATTEST: 

 

By:      

 City Clerk 

 

APPROVED AS TO FORM: 

 

By:      

 City Attorney 
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EXHIBIT “A” 

Scope of Services 
 
[INSERT SCOPE OF SERVICES] 
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EXHIBIT “B” 

Schedule of Charges/Payments 
 

[INSERT APPROVED COST PROPOSAL FOR CONSULTANT AND SEPARATE COST 
PROPOSALS FOR EACH SUBCONSULANT] 

 

For the satisfactory performance and completion of the Services under this Agreement, Town will 

pay Consultant compensation as set forth herein. 

 

1. INVOICING 

 

Consultant shall submit invoices in accordance with the following requirements: 

 

1.1 GENERAL REQUIREMENTS 

 

1.1.1 Consultant shall prepare invoices on a monthly basis for each complete calendar 

month.  Invoices shall be submitted as soon as possible, but no later than forty-

five (45) calendar days after month’s end. 

 

1.1.2 Charges shall be billed in accordance with the terms and rates included herein. 

 

1.1.3 Base services and additional services shall be charged separately, and the 

charges for each task listed in Exhibit A, Scope of Services, shall be listed 

separately.  The charges for each individual assigned under this Agreement shall 

be listed separately. 

 

1.1.4 Each invoice submittal should bear the following identification: 

 

1.1.4.1 Town’s Agreement number. 

 

1.1.4.2 Town’s Purchase Order number. 

 

1.1.4.3 The sequential billing number under the Agreement (1, 2, 3, etc.). 

 

1.1.4.4 Consultant’s internal invoice number. 

 

1.1.4.5 Date of invoice. 

 

1.1.4.6 Calendar period covered by invoice. 

 

1.1.4.7 Name and phone for Point of Contact for invoice inquiries. 
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1.1.4.8 Remittance Address 

 

1.1.5 The invoice submittal should bear the following certification signed by an officer of 

the firm: 

 

“I hereby certify that the hours and salary rates charged in 

this invoice are the actual hours and rates worked and paid 

to the employees listed.” 

 

Signed 

Title         

Date         

Invoice No.        

 

1.1.6 The invoice submittal shall consist of the following:  

 

1.1.6.1 A transmittal letter, stating the period covered and briefly highlighting 

overall project status and any significant scope, schedule or budget 

issues.   

 

1.1.6.2 Monthly progress report. 

 

1.1.6.3 Invoice as outlined and specified in paragraph 1.1.4 above.   

 

1.1.7 Invoices furnished by Consultant under this Agreement must be submitted on 

Consultant letterhead, specify Consultant’s address for purposes of payment 

delivery, and be in a form acceptable to Town.   

 

1.1.8 In addition to a paper copy of the invoice submittal, at Town’s request, Consultant 

will also submit an electronic version in .pdf format of the invoice and the items 

identified in paragraph 1.1.6 above. 

 

2. PAYMENT 

 

2.1 Payment will be made in accordance with Section 2 of the Agreement and this Exhibit 

“B.” 

 

2.2 The total amount payable by Town shall not exceed Total Compensation shown under 

Section 2 of this Agreement. 
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EXHIBIT 10-H1 COST PROPOSAL Page 1 of 3 

ACTUAL COST-PLUS-FIXED FEE OR LUMP SUM (FIRM FIXED PRICE) CONTRACTS 

(DESIGN, ENGINEERING AND ENVIRONMENTAL STUDIES) 

Note: Mark-ups are Not Allowed ☐ Prime Consultant ☐ Subconsultant  

Consultant    

Project No.    

DIRECT LABOR 

Contract No.    Date    

Classification/Title Name Hours Actual Hourly Rate Total 

(Project Manager)       $    $    

(Sr. Civil Engineer)       $    $    

(Envir. Scientist)       $    $    

(Inspector)       $    $    

LABOR COSTS 

a) Subtotal Direct Labor Costs $    

b) Anticipated Salary Increases (see page 2 for calculation) $    

c) TOTAL DIRECT LABOR COSTS [(a) + (b)]  $    

INDIRECT COSTS 

d) Fringe Benefits (Rate: %) e) Total Fringe Benefits [(c) x (d)]  $     

f) Overhead (Rate: %)   g) Overhead [(c) x (f)]  $    

h)   General and Administrative (Rate: %) i) Gen & Admin [(c) x (h)]  $    

j) TOTAL INDIRECT COSTS [(e) + (g) + (i)]  $    

FIXED FEE k) TOTAL FIXED FEE [(c) + (j)] x fixed fee %]   $    

l) CONSULTANT’S OTHER DIRECT COSTS (ODC) – ITEMIZE (Add additional pages if necessary) 

Description of Item Quantity Unit Unit Cost Total 

Mileage Costs   $ $ 

Equipment Rental and Supplies   $ $ 

Permit Fees   $ $ 

Plan Sheets   $ $ 

Test   $ $ 

l) TOTAL OTHER DIRECT COSTS  $   
 

m) SUBCONSULTANTS’ COSTS (Add additional pages if necessary) 

 

 

 

 

 

 
n) TOTAL OTHER DIRECT COSTS INCLUDING SUBCONSULTANTS [(l)+(m)] $    

TOTAL COST [(c) + (j) + (k) + (n)] $    
NOTES: 

1. All costs must comply with the Federal cost principles. Subconsultants will provide their own cost proposals. 

2. The cost proposal format shall not be amended. Indirect cost rates should be based on consultant’s annual accounting period 

and established by a cognizant agency or accepted by Caltrans. 
3. Anticipated salary increases calculation (page 2) must accompany. 

  Subconsultant 1:     $   

  Subconsultant 2:     $   

  Subconsultant 3:     $   

  Subconsultant 4:     $   

m) TOTAL SUBCONSULTANTS’ COSTS    $   
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EXHIBIT 10-H1 COST PROPOSAL Page 2 of 3 

ACTUAL COST-PLUS-FIXED FEE OR LUMP SUM (FIRM FIXED PRICE) CONTRACTS 

(CALCULATIONS FOR ANTICIPATED SALARY INCREASES) 

 

 
1. Calculate Average Hourly Rate for 1st year of the contract (Direct Labor Subtotal divided by total hours) 

 

Direct Labor 

Subtotal per Cost 

Proposal 

Total Hours per 

Cost Proposal 

 Avg 

Hourly 

Rate 

5 Year 

Contract 

Duration 

$250,000.00 5000 = $50.00 Year 1 Avg 

Hourly Rate 
 

2. Calculate hourly rate for all years (Increase the Average Hourly Rate for a year by proposed escalation %) 
 

 Avg Hourly Rate  Proposed Escalation    

Year 1 $50.00 + 2% = $51.00 Year 2 Avg Hourly Rate 

Year 2 $51.00 + 2% = $52.02 Year 3 Avg Hourly Rate 

Year 3 $52.02 + 2% = $53.06 Year 4 Avg Hourly Rate 

Year 4 $53.06 + 2% = $54.12 Year 5 Avg Hourly Rate 
 

3. Calculate estimated hours per year (Multiply estimate % each year by total hours) 
 

 Estimated % Completed 

Each Year 

 Total Hours per Cost 

Proposal 

 Total Hours per 

Year 

 

Year 1 20.0% * 5000 = 1000 Estimated Hours Year 1 

Year 2 40.0% * 5000 = 2000 Estimated Hours Year 2 

Year 3 15.0% * 5000 = 750 Estimated Hours Year 3 

Year 4 15.0% * 5000 = 750 Estimated Hours Year 4 

Year 5 10.0% * 5000 = 500 Estimated Hours Year 5 

Total 100%  Total = 5000  
 

4. Calculate Total Costs including Escalation (Multiply Average Hourly Rate by the number of hours) 
 

 Avg Hourly Rate Estimated hours  Cost per  

(calculated above) (calculated above)  Year 

Year 1 $50.00 * 1000 = $50,000.00 Estimated Hours Year 1 

Year 2 $51.00 * 2000 = $102,000.00 Estimated Hours Year 2 

Year 3 $52.02 * 750 = $39,015.00 Estimated Hours Year 3 

Year 4 $53.06 * 750 = $39,795.30 Estimated Hours Year 4 
Year 5 $54.12 * 500 = $27,060.80 Estimated Hours Year 5 

Total Direct Labor Cost with Escalation = $257,871.10 

Direct Labor Subtotal before Escalation = $250,000.00 
Estimated total of Direct Labor Salary 

Increase 
= 

$7,871.10 

Transfer to Page 1 

 

NOTES: 

1. This is not the only way to estimate salary increases. Other methods will be accepted if they clearly indicate the % increase, the # 

of years of the contract, and a breakdown of the labor to be performed each year. 

2. An estimation that is based on direct labor multiplied by salary increase % multiplied by the # of years is not acceptable. 

(i.e. $250,000 x 2% x 5 yrs = $25,000 is not an acceptable methodology) 
3. This assumes that one year will be worked at the rate on the cost proposal before salary increases are granted. 

4. Calculations for anticipated salary escalation must be provided. 

abdulkaderh
Text Box
   EXAMPLE 
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EXHIBIT 10-H1 COST PROPOSAL Page 3 of 3 

 

Certification of Direct Costs: 
 

I, the undersigned, certify to the best of my knowledge and belief that all direct costs identified on the cost 

proposal(s) in this contract are actual, reasonable, allowable, and allocable to the contract in accordance with the 

contract terms and the following requirements: 

 

1. Generally Accepted Accounting Principles (GAAP) 

2. Terms and conditions of the contract 

3. Title 23 United States Code Section 112 - Letting of Contracts 

4. 48 Code of Federal Regulations Part 31 - Contract Cost Principles and Procedures 

5. 23 Code of Federal Regulations Part 172 - Procurement, Management, and Administration of 

Engineering and Design Related Service 
6. 48 Code of Federal Regulations Part 9904 - Cost Accounting Standards Board (when applicable) 

 

All costs must be applied consistently and fairly to all contracts. All documentation of compliance must be 

retained in the project files and be in compliance with applicable federal and state requirements. Costs that are 

noncompliant with the federal and state requirements are not eligible for reimbursement. 

Local governments are responsible for applying only cognizant agency approved or Caltrans accepted Indirect 

Cost Rate(s). 

 

Prime Consultant or Subconsultant Certifying: 
 

Name:    Title *:   

Signature :    Date of Certification (mm/dd/yyyy):    
 

Email:  Phone Number:     

Address:       

*An individual executive or financial officer of the consultant’s or subconsultant’s organization at a level 

no lower than a Vice President or a Chief Financial Officer, or equivalent, who has authority to represent 

the financial information utilized to establish the cost proposal for the contract. 

 

 

List services the consultant is providing under the proposed contract: 

https://www.gpo.gov/fdsys/pkg/USCODE-2011-title23/pdf/USCODE-2011-title23-chap1-sec112.pdf
http://www.ecfr.gov/cgi-bin/text-idx?SID=7d7984e723af183358e1cb797a78877f&amp;mc=true&amp;node=sp48.1.31.31_12&amp;rgn=div6
http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&amp;node=23%3A1.0.1.2.3
https://www.gpo.gov/fdsys/pkg/CFR-2010-title48-vol7/xml/CFR-2010-title48-vol7-part9904.xml
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EXHIBIT “C” 

Activity Schedule 
 

[INSERT ACTIVITY SCHEDULE] 
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EXHIBIT “D” 
 

SUSTAINABLE COMMUNITIES GRANTS (STATE – SB1) 
 

RESTRICTED GRANT AGREEMENT 
 
 

[ATTACHED] 
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EXHIBIT “E” 
 

Disadvantaged Business Enterprises (DBE) Participation  
 

[RESERVED]  
  



  

33 
25977.00100\31616319.3  
 

 

EXHIBIT “F” 
Disclosure of Lobbying Activities  

 
COMPLETE THIS FORM TO DISCLOSE LOBBYING ACTIVITIES PURSUANT TO 31 U.S.C. 1352 

 
         

   1. Type of Federal Action:  2. Status of Federal Action:  3. Report Type: 
  

 

 

  a.  contract 

  

 

  

  a.  bid/offer/application 

  

 

 

  a.  initial 

    b.  grant     b.  initial award     b.  material change 

    c.  cooperative agreement     c.  post-award    

    d.  loan      For Material Change Only: 

    e.  loan guarantee      year ____   quarter _________  

    f.  loan insurance      date of last report __________  
         
         

 4.  Name and Address of Reporting Entity    5. If Reporting Entity in No. 4 is Subawardee, 

        Enter Name and Address of Prime: 

     Prime    Subawardee    

       Tier _______ , if known    

         

   Congressional District, if known     Congressional District, if known 
         

         

 6.  Federal Department/Agency:    7. Federal Program Name/Description: 

         

        CFDA Number, if applicable ____________________  
         
         

 8.  Federal Action Number, if known:    9. Award Amount, if known: 

         
         
         

 10.  Name and Address of Lobby Entity    11. Individuals Performing Services  (including 

         (If individual, last name, first name, MI)     address if different from No. 10a) 

        (last name, first name, MI) 

         

      (attach Continuation Sheet(s) if necessary)   
         
         

 12.  Amount of Payment (check all that apply)    14.  Type of Payment (check all that apply) 
         

$ _____________     actual     planned    a.  retainer 

        b.  one-time fee 

 13.  Form of Payment (check all that apply):     c.  commission 

   a.  cash     d.  contingent fee 

   b.  in-kind; specify: nature _______________      e  deferred 

     Value _____________      f.  other, specify __________________________  
         
         

 15.  Brief Description of Services Performed or to be performed and Date(s) of Service, including      

   officer(s), employee(s), or member(s) contacted, for Payment Indicated in Item 11:      
         

   (attach Continuation Sheet(s) if necessary)      
         
         

 16.  Continuation Sheet(s) attached:  Yes   No    
         
         

     17. Information requested through this form is authorized by Title 
31 U.S.C. Section 1352.  This disclosure of lobbying reliance 

was placed by the tier above when his transaction was made or 

entered into.  This disclosure is required pursuant to 31 U.S.C. 
1352.  This information will be reported to Congress 

semiannually and will be available for public inspection.  Any 

person who fails to file the required disclosure shall be subject 
to a civil penalty of not less than $10,000 and not more than 

$100,000 for each such failure. 

   

Signature: ________________________________________  

 

Print Name: _______________________________________  

 

Title: ____________________________________________  

 

Telephone No.: ____________________ Date: ___________  
         

         

        Authorized for Local Reproduction 
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 Federal Use Only:       Standard Form - LLL 
         

Standard Form LLL Rev. 04-28-06 
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INSTRUCTIONS FOR COMPLETING DISCLOSURE OF LOBBYING ACTIVITIES EXHIBIT 
 

This disclosure form shall be submitted with the Consultant’s proposal, and whenever there is  a material 
change to previous filing pursuant to title 31 U.S.C. Section 1352.   Attach a continuation sheet for additional 
information if the space on the form is inadequate.  Complete all items that apply for both the initial filing 
and material change report.  Refer to the implementing guidance published by the Office of Management 
and Budget for additional information. 

1. Identify the type of covered federal action for which lobbying activity is or has been secured to influence, the 
outcome of a covered federal action. 

2. Identify the status of the covered federal action. 

3. Identify the appropriate classification of this report.  If this is a follow-up report caused by a material change 
to the information previously reported, enter the year and quarter in which the change occurred.  Enter the 
date of the last, previously submitted report by this reporting entity for this covered federal action. 

4. Enter the full name, address, city, state, and zip code of the reporting entity.  Include Congressional District if 
known.  Check the appropriate classification of the reporting entity that designates if it is or expects to be a 
prime or subaward recipient.  Identify the tier of the subawardee, e.g., the first subawardee of the prime is the 
first tier.  Subawards include but are not limited to:  subcontracts, subgrants, and contract awards under grants. 

5. If the organization filing the report in Item 4 checks "Subawardee" then enter the full name, address, city, state, 
and zip code of the prime federal recipient.  Include Congressional District, if known. 

6. Enter the name of the federal agency making the award or loan commitment.  Include at least one organization 
level below agency name, if known.  For example, Department of Transportation, United States Coast Guard. 

7. Enter the federal program name or description for the covered federal action (item 1).  If known, enter the full 
Catalog of Federal Domestic Assistance (CFDA) number for grants, cooperative agreements, loans and loan 
commitments. 

8. Enter the most appropriate federal identifying number available for the federal action identification in item 1 
(e.g., Request for Proposal (RFP) number, Invitation for Bid (IFB) number, grant announcement number, the 
contract grant. or loan award number, the application/proposal control number assigned by the federal 
agency).  Include prefixes, e.g., "RFP-DE-90-001." 

9. For a covered federal action where there has been an award or loan commitment by the federal agency, enter 
the federal amount of the award/loan commitments for the prime entity identified in item 4 or 5. 

10. Enter the full name, address, city, state, and zip code of the lobbying entity engaged by the reporting entity 
identified in Item 4 to influence the covered federal action. 

11. Enter the full names of the individual(s) performing services and include full address if different from 10 (a).  
Enter Last Name, First Name and Middle Initial (Ml). 

12. Enter the amount of compensation paid or reasonably expected to be paid by the reporting entity (Item 4) to 
the lobbying entity (Item 10).  Indicate whether the payment has been made (actual) or will be made (planned).  
Check all boxes that apply.  If this is a material change report, enter the cumulative amount of payment made 
or planned to be made. 

13. Check all boxes that apply.  If payment is made through an in-kind contribution, specify the nature and value 
of the in-kind payment. 

14. Check all boxes that apply.  If other, specify nature. 

15. Provide a specific and detailed description of the services that the lobbyist has performed or will be expected 
to perform and the date(s) of any services rendered.  Include all preparatory and related activity not just time 
spent in actual contact with federal officials.  Identify the federal officer(s) or employee(s) contacted or the 
officer(s) employee(s) or Member(s) of Congress that were contacted. 

16. Check whether or not a continuation sheet(s) is attached. 

17. The certifying official shall sign and date the form, and print his/her name title and telephone number. 


