
AGREEMENT No,ry35qt
AGREEMENT BETWEEN

THE CITY OF LOS ANGELES AND TIMOTHY J. RILEY

THIS AGREEMENT ("Agreement") is made and entered into by and between the
CITY OF LOS ANGELES, a municipalcorporation ("Ciiy"), acting by and through its Board
of Harbor Commissioners ("Board") and TIMOTHY J. RILEY, an individualwhose address
is 301 00 Town Center Drive, Suite 1 14, Laguna Nigel, CA 92677 ("Consultant").

WHEREAS, City requires assistance with the management and coordination of the
completion of a significant number of complex law enforcement related technology
projects; and

WHEREAS, the Consultant is intimately familiar with the current status of each of
the ongoing, incomplete and newly implemented or planned projects; and

WHEREAS, Executive Director requires the professional, expert and technical
services of Consultant on a temporary or occasional basis to assist the. City and to provide

unique assistance in the completion of various ongoing public safety/law enforcement
radio and information technology projects; and

WHEREAS, Consultant possesses extensive experience in dealing with mission
critical radio communications, information technologies, numerous disparate public

safety/law enforcemeni technologies, the public and private sector and the maritime law
enforcement environment; and

WHEREAS, Consultant, by virtue of training and experience, is well qualified to
provide such beneficial services to City; and

WHEREAS, City does not employ personnel with the required expertise nor is it
feasible to do so on a temporary or occasional basis;

NOW, THEREFORE, IT IS MUTUALLY AGREED AS FOLLOWS:

RVICES TO B N LTANT

A. Consultant hereby agrees to render to City, as an independent contractor,
certain professional, technical and expert services of a temporary and occasional
character as set forth in Exhibit A ("Scope of Work").

B. Consultant, at its sole cost and expense, shallfurnish allservices, materials,
equipment, subsistence, transportation and all other items necessary to perform the
Scope of Work, As between City and Consultant, Consultant is solely responsible for any
taxes or fees which may be assessed against it or its employees resulting from
performance of the Scope of Work, whether social security, payroll or other, and
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regardless of whether assessed by the federal government, any state, the City, or any
other governmental entity.

C. Consultant acknowledges and agrees that it lacks authority to perform any
services outside the Scope of Work. Consultant further acknowledges and agrees that
any services it performs outside the Scope of Work are performed as a volunteer and
shall not be compensable under this Agreement.

D. The Scope of Work shall be performed by personnel qualified and
competent in the sole reasonable discretion of the Executive Director or his or her
designee ("Fxecutive Director"), whether performance is undertaken by Consultant or
third-parties with whom Consultant has contracted ("subconsultants"). Obligations of this
Agreement, whether undertaken by Consultant or Subconsultants, are and shall be the
responsibility of Consultant. Consultant acknowledges and agrees that this Agreement
creates no rights in Subconsultants with respect to City and that obligations that may be
owed to Subconsultants, including, but not limited to, the obligation to pay Subconsultbnts
for services performed, are those of Consultant alone. Upon Executive Director's written
request, Consultant shall supply City's Harbor Department ("Department") with all
agreements between it and its Subconsultants.

il

A. City shallfurnish Consultant, upon its request, all documents and papers in
possession of City which may lawfully be supplied to Consultant and which are necessary
for it to perform its obligations.

B. The Executive Director or his or her designee is designated as the contract
administrator for City and shall also decide any and all questions which may arise as to
the quality or acceptability of the services pedormed and the manner of performance, the
interpretation of instructions to Consultant and the acceptable completion of this
Agreement and the amount of compensation due. Notwithstanding the preceding, the
termination of this Agreement shall be governed by the provisions of Article X
(Termination) hereof.

C. Consultant shall provide Executive Director with reasonable advance
written notice if it requires access to premises of Department. Subsequent access rights,
if any, shall be granted to Consultant at the sole reasonable discretion of Executive
Director, specifying conditions Consultant must satisfy in connection with such access.
Consuliant acknowledges that such areas may be occupied or used by tenants or
contractors of City and that access rights granted by Department to Consultant shall be
consistent with any such occupancy or use.

III. EFFECTIVE DATE AND TERM OF AGREEMENT

A. Subject to the provisions of Charter Section 245, the effective date of this
Agreement shall be the date of its execution by Executive Director upon authorization of
the Board. Consultant is aware that the City Council, pursuant to Charter Section 245 of
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the City of Los Angeles, has the right to review this Agreement. Accordingly, in no event
shall this Agreement become effective until the sixth Council meeting day after Board
action or the City Council's approval of the Agreement.

B. This Agreement shall be in full force and effect commencing from the date
of execulion by the Executive Director and shall be for an initial period of one (1) year,
subject to the following:

1. The Executive Director has the option to renew the term of the
Agreement for two (2) consecutive renewal periods of one (1) year each,
for a total Agreement term not to exceed three (3) years from the
effective date. Exercise of the option to renew shall be by written notice
from the Executive Director to Consultant prior to the end of the current
term of the Agreement;

or

2. The Board of Harbor Commissioners, in its sole discretion, terminates
and cancels all or part of this Agreement for any reason upon giving to
Consultant ten (10) days' notice in writing of its election to cancel and
terminate th is Agreement.

IV TERMINATION DUE TO NON-APPROPRIATI ON OF FUNDS

This Agreement is subject to the provisions of the Los Angeles City Charter which,
among other things, precludes the City from making any expenditure of funds or incurring
any liability, including contractual commitments, in excess of the amount appropriated
thereof.

The Board, in awarding this Agreement, is expected to appropriate sufficient funds
to meet the estimated expenditure of funds through June 30 of the current fiscal year and
to make further appropriations in each succeeding fiscal year during the life of the
Agreement. However, the Board is under no legal obligation to do so.

The City, its boards, officers, and employees are not bound by the terms of this
Agreement or obligated to make payment thereunder in any fiscal year in which the Board
does not appropriate funds therefore. The Consultant is not entitled to any compensation
in any fiscal year in which funds have not been appropriated for the Agreement by the
Board.

Although the Consultant is not obligated to perform any work under the Agreement
in any fiscal year in which no appropriation for the Agreement has been made, the
Consultant agrees to resume pedormance of the work required by the Agreement on the
same terms and conditions for a period of sixty (60) days after the end of the fiscal year
if an appropriation therefore is approved by the Board within that 60-day period. The
Consultant is responsible for maintaining all insurance and bonds during this 60-day
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period until the appropriation is made; however, such extension of time is not
compensable.

lf in any subsequent fiscal year funds are not appropriated by the Board for the
work required by the Agreement, the Agreement shall be terminated, However, such
termination shall not relieve the parties of liability for any obligation previously incurred.

V. COMPENSATIO AND PAYMENT

A. As compensation for the satisfactory performance of the services required
by this Agreement, City shall pay and reimburse Consultant at the rates set forth in Exhibit
B.

B. The maximum payable under this Agreernent, including reimbursable
expenses (see Exhibit B), compensation not-to-exceed Five Hundred Seventeen
Thousand Five Hundred Dollars ($517,500).

C. Consultant shall submit invoices in quadruplicate to City monthly following
the effective date of this Agreement for services performed during the preceding month.
Each such invoice shall be signed by the Consultant and shall include the following
certification:

"l certify under penalty of perjury that the above bill is just and correct
according to the terms of Agreement No. and that
payment has not been received. I further certify that I have complied
with the provisions of the City's Living Wage Ordinance.

(Consultant's Signature)

D. Consultant must include on the face of each itemized invoice submitted for
payment its Business Tax Registration Certificate number, as required at Article Vlll of
this Agreement. No invoice will be processed for payment by City without this number
shown thereon. All invoices shall be approved by the Executive Director or his or her
designee prior to payment. All invoices due and payable and found to be in order shall
be paid as soon as, in the ordinary course of City business, the same may be approved,
audited and paid.

Consultant shall submit appropriate supporting documents with each invoice.
Such documents may include provider invoices, payrolls, and time sheets. The City may
require, and Consultant shall provide, all documents reasonably required to determine
whether amounts on the invoice are allowable expenses under this Agreement.

Further, where the Consultant employs Subconsultants under this Agreement, the
Consultant shall submit to City, with each monthly invoice, a Monthly Subconsultant
Monitoring Report Form (Exhibit C) listing SBE/VSBEIMBEA /BE/DVBE/OBE amounts,
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Consultant shall provide an explanation for any item that does not meet or exceed the
anticipated participation levels for this Agreement, with specific plans and
recommendations for improved Subconsultant utilization. lnvoices will not be paid without
a completed Monthly Subconsultant Monitoring Report Form. All invoices are subject to
audit. Consultant is not required to submit support for direct costs items of $25 or less.

E. For payment and processing, all invoices should be mailed to the following
address:

Accounts Payable Section
Harbor Department, City of Los Angeles
P.O. Box 191
San Pedro, CA 90733-0191

VI. RECORDKEEPING AND AUDIT RIGHTS

A. Consultant shall keep and maintain full, complete and accurate books of
accounts and records of the services performed under this Agreement in accordance with
generally accepted accounting principles consistently applied, which books and records
shall be readily accessible to and open for inspection and copying at the premises by
City, its auditors or other authorized representatives. Notwithstanding any other provision
of this Agreement, failure to do so shall constitute a conclusive waiver of any right to
compensation for such services as are otherwise compensable hereunder. Such books
and records shall be maintained by Consultant for a period of three (3) years after
completion of services to be performed under this Agreement or until all disputes,
appeals, litigation or claims arising from this Agreement have been resolved.

B. During the term of this Agreement, City may audit, review and copy any and
all writings (as that term is defined in Section 250 of the California Evidence Code) of
Consultant and Subconsultants arising from or related to this Agreement or performance
of the Scope of Work, whether such writings are (a) in final form or not, (b) prepared by
Consultant, Subconsultants or any individual or entity acting for or on behalf of Consultant
or a Subconsultant, and (c) without regard to whether such writings have previously been
provided to City. Consultant shall be responsible for obtaining access to and providing
writings of Subconsultants. Consultant shall provide City at Consultant's sole cost and
expense a copy of all such writings within fourteen (14) calendar days of a written request
by City. City's right shall also include inspection at reasonable times of the Consultant's
office orfacilities which are engaged in the performance of the Scope of Work. Consultant
shall, at no cost to City, furnish reasonable facilities and assistance for such review and
audit. Consultant's failure to comply with this Article Vl shall constitute a material breach
of this Agreement and shall entitle City to withhold any payment due under this Agreement
until such breach is cured.
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VII. INDEPENDENT CONTRACTOR

Consultant, in the performance of the work required by this Agreemenl, is an
independent contractor and not an agent or employee of City. Consultant shall not
represent itself as an agent or employee of the City and shall have no power to bind the
City in contract or othenryise.

vilt Rl lRlt\ltrqe TAV PtrGIST r]I{ N.trF?TItrINATtr

The City of Los Angeles Office of Finance requires the implementation and
enforcement of Los Angeles Municipal Code Section 21.09 et seq. This Code Section
provides that every person, other than a municipal employee, who engages in any
business within the City of Los Angeles, is required to obtain the necessary Business Tax
Registration Certificate and pay business taxes. The City Controller has determined that
this Code Section applies to consulting firms that are doing work for the Department. See
Exhibit D.

IX. INDEMNIFICATION

Except for the sole negligence or willful misconduct of the City, or any of its Boards,
Officers, Agents, Employees, Assigns and Successors in lnterest, Consultant undertakes
and agrees to defend, indemnify and hold harmless the City and any of its Boards,
Officers, Agents, Employees, Assigns, and Successors in lnterest from and against all
suits and causes of action, claims, losses, demands and expenses, including, but not
limited to, attorney's fees (both in house and outside counsel) and cost of litigation
(including all actual litigation costs incurred by the City, including but not limited to, costs
of experts and consultants), damages or liability of any nature whatsoever, for death or
injury to any personl including Consultant's employees and agents, or damage or
destruction of any property of either party hereto or of third parties, arising in any manner
by reason of the negligent acts, errors, omissions or willful misconduct incident to the
performance of this Agreement by Consultant or its subcontractors of any tier. Rights and
remedies available to the City under this provision are cumulative of those provided for
elsewhere in this Agreement and those allowed under the laws of the United States, the
State of California, and the City.

x. TNSURANCE

A. ln addition to and not as a substitute for, or limitation of, any of the indemnity
obligations imposed by Article lX, Consultant shall procure and maintain at its sole cost
and expense and keep in force at all times during the term of this Agreement the following
insurance:

(1) Comngrgial Gener.al-Liabilitv Insurance

Commercial general liability insurance covering personal and advertising injury,
bodily injury, and property damage providing contractual liability, independent
contractors, products and completed operations, and premises/operations coverage
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written by an insurance company authorized to do business in the State of California rated

Vll, A- or better in Best's lnsurance Guide (or an alternate guide acceplable to City if
Best's is not available) within Consultant's normal limits of liability but not less than One
Million Dollars ($1,000,000) combined single limit for injury or claim. Where Consultant
provides or dispenses alcoholic beverages, Host Liquor Liability coverage shall be
provided as above. Where Consultant provides pyrotechnics, Pyrotechnics Liability shall
be provided as above. Said limits shall provide first dollar coverage except that Executive
Director may permit a self-insured retention or self-insurance in those cases where, in his
or her judgment, such retention or self-insurance is justified by the net worth of
Consultant. The retention or self-insurance provided shall provide that any other
insurance maintained by the Harbor Department shall be excess of Consultant's
insurance and shall not contribute to it. ln all cases, regardless of any deductible or
retention, said insurance shall contain a defense of suits provision and a severability of
interest clause. Each policy shall name the City of Los Angeles Harbor Department, its

officers, agents and employees as Primary additional insureds.

(2) Automobile Liabilitvlnsurance

Automobile liability insurance written by an insurance company authorized to do
business in the State of California rated Vll, A- or better in Best's lnsurance Guide (or an

alternate guide acceptable to City if Best's is not available) within Consultant's normal
limits of liability but not less than One Million Dollars ($1,000,000) covering damages,
injuries or death resulting from each accident or claim arising out of any one claim or
accident. Said insurance shall protect against claims arising from actions or operations of
the insured, or by its employees. Coverage shall contain a defense of suits provision and
a severability of interest clause, Each policy shall name the City of Los Angeles Harbor
Deparlment, its officers, agents and employees as Primary additional insureds.

(3) Workerq'Congensationand Emplover's.Llabilitv

Consultant shall certify that it 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 that Consultant shall comply with such provisions before commencing
the performance of the tasks under this Agreement. Coverage for claims under U.S.
Longshore and Harbor Workers' Compensation Act, if required under applicable law, shall
be included, Consultant shall submit Workers' Compensation policies whether
undenvritten by the state insurance fund or private carrier, which provide that the public
or private carrier waives its right of subrogation against the City in any circumstance in

which it is alleged that actions or omissions of the City contributed to the accident. Such
Worker's Compensation and occupational disease requirements shall include coverage
for all employees of Consultant, and for all employees of any subcontractor or other
vendor retained by Consultant.
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B. lngur:ance.Frqcured bv Consultant on Behalf of City

ln addition to and not as a substitute for, or limitation of, any of the indemnity
obligations imposed by Article lX, and where Consultant is required to name the City of
Los Angeles Harbor Department, its officers, agents and employees as Primary additional
insureds on any insurance policy required by this Agreement, Consultant shall cause City
to be named as an additional insured on all policies it procures in connection with this
Article X. Consultant shall cause such additional insured status to be reflected in the
original policy or by additional insured endorsement (CG 2010 or equivalent) substantially
as follows:

"Notwithstanding any inconsistent statement in the policy to which this
endorsement is attached, or any endorsement or certificate now or hereafter attached
hereto, it is agreed that City, Board, their officers, agents and employees, are additional
insureds hereunder, and that coverage is provided for all contractual obligations,
operations, uses, occupations, acts and activities of the insured under Agreemenl
No.-, and under any amendments, modifications, extensions or renewals of said
Agreement regardless of where such contractual obligations, operations, uses,
occupations, acts and activities occur.

"The policy to which this endorsement is attached shall provide a 10-days notice
of cancellation for nonpayment of premium, and a 30-days notice of canceltation for any
other reasons to the Risk Manager.

"The coverage provided by the policy to which this endorsement is attached is
primary coverage and any other insurance carried by City is excess coverage;

"ln the event of one of the named insured's incurring liability to any other of the
named insureds, this policy shall provide protection for each named insured against
whom claim is or may be made, including claims by other named insureds, in the same
manner as if separate policies had been issued to each named insured. Nothing
contained herein shall operate to increase the company's limit of liability; and

"Notice of occurrences or claims under the policy shall be made to the Risk
Manager of City's Harbor Department with copies to the City Attorney's Office,"

C. Required Features of Coverages

lnsurance procured by Consultant in connection with this Article X shall include the
following features:

(1) AcgpptqbJg.Fvidencg:qld Approval of lnsur:ance

Electronic submission is the required method of submitting Consultant's insurance
documents. Consultant's insurance broker or agent shall register with the City's online
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insurance compliance systemTrack4L,A rM at httrr://track4la.lacitv.oi'q/ and submit the
appropriate proof of insurance on Consultant's behalf,

Upon request by City, Consultant shall furnish full copies of certified policies of any
insurance policy required herein. This obligation is intended to, and shall, survive the
expiration or earlier termination of this Agreement.

{2) CarrierRqquiremenrls

All insurance which Consultant is required to provide pursuant to this Agreement
shall be placed with insurance carriers authorized to do business in the State of California
and which are rated A-, Vll or better in Best's lnsurance Guide, Carriers without a Best's
rating shall meet comparable standards in another rating service acceptable to City.

(3) Notice of Cancellation

Each insurance policy described above shall provide that it shall not be canceled
or reduced in coverage until after the Board of Harbor Commissioners, Attention: Risk
Manager and the City Attorney of City have each been given a 10-days notice of
cancellation for nonpayment of premium and a 3O-days notice of cancellation for any
other reason by written notice by registered mail addressed to 425 S. Palos Verdes Street,
San Pedro, California 90731.

(4) Modification of Coveraqe

Executive Director, at his or her sole reasonable discretion, based upon
recommendation of independent insurance consultants to City, may increase or decrease
amounts and types of insurance coverage required hereunder at any time during the term
hereof by giving ninety (90) days' prior written notice to Consultant,

(5) Rg,newal of Policies

At least thirty (30) days prior to the expiration of any policy required by this
Agreement, Consultant shall renew or extend such policy in accordance with the
requirements of this Agreement and direct their insurance broker or agent to submit to
the City's online insurance compliance systemTrack4LA rM at http:/ltraclc4]a.lacityrgrgl a
renewal endorsement or renewal certificale or, if new insurance has been obtained,
evidence of insurance as $pecified above. lf Consultant neglects or fails to secure or
maintain the insurance required above, Executive Director may, at his or her own option
but without any obligation, obtain such insurance to protect City's interests. The cost of
such insurance shall be deducted from the next payment due Consultant.

(6) Limits of Coverage

lf Consultant maintains higher limits than the minimums required by this
Agreement, City requires and shall be entitled to coverage for the higher limits maintained
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by Consultant. Any available insurance proceeds in excess of the specified minimum
limits of insurance and coverage shall be available to Ciiy.

D, Riqht to Seltlnsure.,

Upon written approval by the Executive Director, Consultant may self-insure if the
following conditions are met:

Consultant has a formal self-insurance program in place prior to
execution of this Agreement. lf a corporation, Consultant must have
a formal resolution of its board of directors authorizing self-
insurance.

2. Consultant agrees to protect the City, its boards, officers, agents and
employees at the same level as would be provided by full insurance
with respect to types of coverage and minimum limits of liability
required by this Agreement.

Consultant agrees to defend the City, its boards, officers, agents and
ernployees in any lawsuit that would othenarise be defended by an
insurance carrier.

Consultant agrees that any insurance carried by Department is
excess of Consultant's self-insurance and will not contribute to it.

Consultant
administrator

provides the name and address of its claims

Consultant submits its most recently filed 10-Q and its 10-K or
audited annual financial statements for the three most recent fiscal
years prior to Executive Director's consideration of approval of self-
insurance and annually thereafter.

Consultant agrees to inform Department in writing immediately of any
change in its status or policy which would materially affect the
protection afforded Department by this self-insurance.

8. Consultant has complied with all laws pertaining to self-insurance.

E. Accident Reports

Consultant shall report in writing to Executive Director within fifteen (15) calendar
days after it, its officers or managing agents have knowledge of any accident or
occurrence involving death of or injury to any person or persons, or damage in excess of
Five Hundred Dollars ($500.00) to property, occurring upon the premises, or elsewhere
within the Port of Los Angeles if Consultant's officers, agents or employees are involved
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in such an accident or occurrence. Such report shall contain to the extent available (1)
the name and address of the persons involved, (2) a general statement as to the nature
and extent of injury or damage, (3) the date and hour of occurrence, (4) the names and
addresses of known witnesses, and (5) such other information as may be known to
Consultant, its officers or managing agents.

XI. TERMINATION PROVISION

The Board of Harbor Commissioners, in its sole discretion, shall have the right to
terminate and cancel all or any part of this Agreement for any reason upon giving the
Consultant ten (10) days'advance, written notice of the Board's election to cancel and
terminate this Agreement. lt is agreed that any Agreement entered into shall not limit the
right of the City to hire additional consultants or perform the services described in this
Agreement either during or after the term of this Agreement.

XII. PERSONAL SERVICE AGREEMENT

A. During the term hereof, Consultant agrees that it will not enter into other
contracts or perform any work without the written permission of the Executive Director
where the work may conflict with the interests of the Department.

B. Consultant acknowledges that it has been selected to perform the Scope of
Work because of its experience, qualifications and expertise. Any assignment or other
transfer of this Agreement or any part hereof shall be void provided, however, that
Consultant may permit Subconsultant(s) to perform portions of the Scope of Work in
accordance with Article l. All Subconsultants whom Consultant utilizes, however, shall
be deemed to be its agents. Subconsultants' performance of the Scope of Work shall not
be deemed to release Consultant from its obligations under this Agreement or to impose
any obligation on the City to such Subconsultant(s) or give the Subconsultant(s) any rights
against the City.

XIII. AFFIRMATIVEACTION

The Consultant, during the performance of this Agreement, shall not discriminate
in its employment practices against any employee or applicant for employment because
of employee's or applicant's race, religion, national origin, ancestry, sex, age, sexual
orientation, disability, marital status, domestic partner status, or medical condition. The
provisions of Section 10.8.4 of the Los Angeles Administrative Code shall be incorporated
and made a part of this Agreement. All subcontracts awarded shall contain a like
nondiscrimination provision. See Exhibit E.

XIV. SMALLA/ERY STUAI I BIJ.SINESS E trRpRtstr pRoGRAr\/ aNn r nr:At
BUSINESS PREFERENCE PROGRAM

It is the policy of the Department to provide Small Business Enterprises (SBE),
Very Small Business Enterprises (VSBE) and Minority-Owned, Women-Owned, Disabled
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Veteran Business Enterprises and all Other Business Enterprises
(MBEAruBE/DVBE/OBE) an equal opportunity to participate in the performance of all City
contracts in all areas where such contracts afford such participation opportunities.
Consultant shall assist the City in implementing this policy and shall use its best efforts to
afford the opportunity for SBEs, VSBEs, MBEs, WBEs, DVBEs, and OBEs to achieve
participation in subcontracts where such participation opportunities present themselves
and attempt to ensure that all available business enterprises, including SBEs, VSBEs,
MBEs, WBEs, DVBEs, and OBEs, have equal participation opportunity which might be
presented under this Agreement. See Exhibit F.

It is also the policy of the Department to support an increase in local and regional
jobs. The Department's LocalBusiness Preference Program aims to benefit the Southern
California region by increasing jobs and expenditures within the local and regional private
sector. Consultant shall assist the City in implementing this policy and shall use its best
efforts to afford the opportunity for Local Business Enterprises to achieve participation in
subcontracts where such participation opportunities present themselves.

NOTE: Prior to being awarded a contract with the City, Consultant and all
Subconsultants must be registered on the City's Contracts Management and
Opportunities Database, Los Angeles Business Assistance Virtual Network (LABAVN), at
http://www. labavn.org,

XV. CONFLICT OF INTEREST

It is hereby understood and agreed that the parties to this Agreement have read
and are aware of the provisions of Section '1090 et seq, and Section 87100 et seq. of the
California Government Code relating to conflict of interest of public officers and
employees, as well as the Los Angeles Municipal Code (LAMC) Municipal Ethics and
Conflict of lnterest provisions of Section 49.5.1 et seq. and the Conflict of lnterest Codes
of the City and the Department. All parties hereto agree that they are unaware of any
financial or economic interest of any public officer or employee of City relating to this
Agreement. Notwithstanding any other provision of this Agreement, it is further
understood and agreed that if such financial interest does exist at the inception of this
Agreement, City may immediately terminate this Agreement by giving written notice
thereof.

During the term of this Agreement, Consultant shall inform the Department in
writing when Consultant, or any of its Subconsultants, employs or hires in any capacity,
and for any length of time, a person who has worked for the Department as a
Commissioner, officer or employee. Said notice shall include the individual's narne and
current position and their prior position and years of employment with the Department.
Written notice shall be provided by Consultant to the Department within thirty (30) days
of the employment or hiring of the individual.
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xvr. goMPLTANCE WITHAPLI=l CAELE*IAWS

Consultant shall at all times in the performance of its obligations comply with all
applicable laws, statutes, ordinances, rules and regulations, and with the reasonable
requests and directions of Executive Director.

xvlr. GOVERNTNG LAW / VENUE

This Agreement shall be governed by and construed in accordance with the laws
of the State of California, without reference to the conflicts of law, rules and principles of
such State. The parties agree that all actions or proceedings arising in connection with
this Agreement shall be tried and litigated exclusively in the State or Federal courts
located in the County of Los Angeles, State of California, in the judicial district required
by court rules.

XVIII. TRAPEMARKS. COPYRIGHTS, AND PATENTS

Consultant agrees to save, keep, hold harmless, protect and indemnify the City
and any of its officers or agents from any damages, cost, or expenses in law or equity
from infringement of any patent, trademark, service mark or copyright of any person or
persons, or corporations in consequence of the use by City of any materials supplied by
Consultant in the performance of this Agreement.

xtx. PRoPRIETARYINFOSMATION

A. Writings, as that term is defined in Section 250 of the California Evidence
Code (including, without limitation, drawings, specifications, estimates, reports, records,
reference material, data, charts, documents, renderings, computations, computer tapes
ordisks, submittals and other items of any type whatsoever, whether in the form of writing,
figures or delineations), which are obtained, generated, compiled or derived in connection
with this Agreement (collectively hereafter referred to as "property"), are owned by City
as soon as they are developed, whether in draft or final form. City has the right to use or
permit the use of property and any ideas or methods represented by such property for
any purpose and at any time without compensation other than that provided in this
Agreement. Consultant hereby warrants and represents that City at all times owns rights
provided for in this section free and clear of all third-party claims whether presently
existing or arising in the future, whether or not presently known. Consultant need not
obtain for City the right to use any idea, design, method, material, equipment or other
matter which is the subject of a valid patent, unless such patent is owned by Consultant
or one of its employees, or its Subconsultant or the Subconsultant's employees, in which
case such right shall be obtained without additional compensation. Whether or not
Consultant's initial proposal or proposals made during this Agreement are accepted by
City, it is agreed that all information of any nature whatsoever connected with the Scope
of Work, regardless of the form of communication, which has been or may be given by
Consultant, its Subconsultants or on either's behalf, whether prior or subsequent to this
Agreement becoming effective, to the City, its boards, officers, agents or employees, is
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not given in confidence. Accordingly, City or its designees may use or disclose such
information without liability of any kind, except as may arlse under valid patents.

B. lf research or development is furnished in connection with this Agreement
and if, in the course of such research or development, patentable work product is
produced by Consultant, its officers, agents, employees, or Subconsultants, the City shall
have, without cost or expense to it, an irrevocable, non-exclusive royalty-free license to
make and use, itself or by anyone on its behalf, such work product in connection with any
activity now or hereafter engaged in or permitted by City. Upon City's request, Consultant,
at its sole cost and expense, shall promptly furnish or obtain from the appropriate person
a form of license satisfactory to the City. lt is expressly understood and agreed that, as
between City and Consultant, the referenced license shall arise for City's benefit
immediately upon the production of the work product, and is not dependent on the written
license specified above. City may transfer such license to its successors in the operation
or ownership of any realor personal property now or hereafter owned or operated by City.

xx. coNFtpENTTALITY

The data, documents, reports, or other materials which contain information retating
to the review, documentation, analysis and evaluation of the work described in this
Agreement and any recommendations made by Consultant relative thereto shall be
considered confidential and shall not be reproduced, altered, used or disseminated by
Consultant or its employees or agents in any manner except and only to the extent
necessary in the performance of the work under this Agreement. ln addition, Consultant
is required to safeguard such information from access by unauthorized personnel.

XXI. NOTICES

ln all cases where written notice is to be given under this Agreement, service shall
be deemed sufficient if said notice is deposited in the United States mail, postage prepaid.
When so given, such notice shall be effective from the date of mailing of the same. For
the purposes hereof, unless othenrrise provided by notice in writing from the respective
parties, notice to the Department shall be addressed to Executive Director, Los Angeles
Harbor Department, P.O. Box 151, San Pedro, California 90733-0151, and notice to
Consultant shall be addressed to it at the address set forth above. Nothing herein
contained shall preclude or render inoperative service of such notice in the manner
provided by law,

XXII YER I

The lnternal Revenue Service (lRS) requires that all consultants and suppliers of
materials and supplies provide a TIN to the party that pays them. Consultant declares
that it has an authorized TIN which shall be provided to the Department prior to payment
under this Agreement. No payments will be made under this Agreement without a valid
TIN.
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xx r r r. s ERV| c E co NTRACToR woR KE R R ET_E.I!_IIA bLEAUSJAU LL rvr NG WAG E
POLICY REQUIREMENTS

The Board of Harbor Commissioners of the City of Los Angeles adopted
Resolution No. 5771 on January 13, 1999, agreeing to adopt the provisions of
Los Angeles City Ordinance No. 171004 relating to Service Contractor Worker Retention
(SCWR), Section 10.36 et seq. of the Los Angeles Administrative Code, as the policy of
the Department. Further, Charter Section 378 requires compliance with the City's Living
Wage requirements as set forth by ordinance, Section 1437 et seq. of the Los Angeles
Administrative Code. Consultant shall comply with the policy wherever applicable.
Violation of this provision, where applicable, shall entitle the City to terminate this
Agreement and olhenruise pursue legal remedies that may be available.

XXIV. WAGE AND EARNINGS ASSIGNM.ENT ORDERS i NOTICES OF
ASSIGNMENTS

The Consultant andior any Subconsultant are obligated to fully comply with all
applicable state and federal employment reporting requirements for the Consultant and/or
Subconsu ltant's employees,

The Consultant and/or Subconsultant shall certify that the principalowne(s) are in
compliance with any Wage and Earnings Assignment Orders and Notices of Assignments
applicable to them personally. The Consultant and/or Subconsultant will fully comply with
all lawfully served Wage and Earnings Assignment Orders and Notices of Assignments
in accordance with Cal. Family Code Sections 5230 et seq. The Consultant or
Subconsultant will maintain such compliance throughout the term of this Agreement.

XXV. EQUAL BENEFITS POLICY

The Board of Harbor Commissioners of the City of Los Angeles adopted
Resolution No. 6328 on January 12, 2005, agreeing to adopt the provisions of
LosAngeles City Ordinance No. 172,908, as amended, relating to Equal Benefits,
Section 10.8.2.1 et seq. of the Los Angeles Administrative Code, as a policy of the
Department. Consultant shall comply with the policy wherever applicable. Violation of
this policy shall entitle the City to terminate any Agreement with Consultant and pursue
any and all other legal remedies that may be available. See Exhibit G.

XXVI. COMPLIANCE WITH LOS ANGELES CITY CHARTER SECTION 470(cX12)

The Consultant, Subconsultants, and their Principals are obligated to fully comply
with City of Los Angeles Charter Section 470(c)(12) and related ordinances, regarding
limitations on campaign contributions and fundraising for certain elected City officials or
candidates for elected City office if the agreement is valued at $100,000 or more and
requires approval of a City elected official. Additionally, Consultant is required to provide
and update certain information to the City as specified by law. Any Consultant subject to
Charter Section A70F)$2), shall include the following notice in any contract with a
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subconsultant expected to receive at least $100,000 for performance under this
Agreement:

Notice Regarding Los Angeles Campaign Contribution and Fundraising
Restrictions

As provided in Charter Section a70(c)(12) and related ordinances, you are
a subconsultant on Harbor Department Agreement No. Pursuant
to City Charter Section 470(c)(12), subconsultant and its principals are
prohibited from making campaign contributions and fundraising for certain
elected City officials or candidates for elected City office for 12 months after
the Agreement is signed. Subconsultant is required to provide to
Consultant names and addresses of the subconsultant's principals and
contact information and shall update that information if it changes during the
12 month time period. Subconsultant's information must be provided to
Consultant within 10 business days. Failure to comply may result in
termination of the Agreement or any other available legal remedies
including fines. lnformation about the restrictions may be found at the City
Ethics Commission's website athttp:/lethic,s.lagitv.grg/or by calling 213-
978-1 960.

Consultant, Subconsultants, and their Principals shall comply with these
requirements and limitations. Violation of this provision shall entitle the City to terminate
this Agreement and pursue any and all legal remedies that may be available.

xxvil. STATE TTpELANDS GRA\|TS.

This Agreement is entered into in furtherance of and as a benefit to the State
Tidelands Grant and the trust created thereby. Therefore, this Agreement is at all times
subject to the limitations, conditions, restrictions and reservations contained in and
prescribed. by the Act of the Legislature of the State of California entitled "An Act Granting
to the City of Los Angeles the Tidelands and Submerged Lands of the State Within the
Boundaries of Said City," approved June 3, 1929 (Stats. 1929, Ch. 651), as amended,
and provisions of Article Vl of the Charter of the City of Los Angeles relating to such lands.
Consultant agrees that any interpretation of this Agreement and the terms contained
herein must be consistent with such limitations, conditions, restrictions and reservations.

xxvilr. TNIEGRAT|QN

This Agreement contains the entire understanding and agreement between the
parties hereto with respect to the matters referred to herein. No other representations,
covenants, undertakings, or prior or contemporaneous agreements, oral or written,
regarding such matters which are not specifically contained, referenced, andlor
incorporated into this Agreement by reference shallbe deemed in any way to exist or bind
any of the parties. Each party acknowledges that it has not been induced to enter into
the Agreement and has not executed the Agreement in reliance upon any promises,
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representations, warranties or statements not contained, referenced, and/or incorporated
into the Agreement. THE PARTIES ACKNOWLEDGE THAT THIS AGREEMENT lS
INTENDED TO BE, AND IS, AN INTEGRATED AGREEMENT.

XXIX. SEVERABILITY

Should any part, term, condition or provision of this Agreement be declared or
determined by any court of competent jurisdiction to be invalid, illegal or incapable of
being enforced by any rule of law, public policy, or city charter, the validity of the remaining
parts, terms, conditions or provisions of this Agreement shall not be affected thereby, and
such invalid, illegal or unenforceable part, term, condition or provision shall be treated as
follows: (a) if such part, term, condition or provision is immaterial to this Agreement, then
such part, term, condition or provision shall be deemed not to be a part of this Agreement;
or (b) if such part, term, condition or provision is material to this Agreement, then the
parties shall revise the part, term, condition or provision so as to comply with the
applicable law or public policy and to effect the original intent of the pa(ies as closely as
possible.

XXX. CONSTRUCTION OF AGREEMENT

This Agreement shall not be construed against the party preparing the same, shall
be construed without regard to the identity of the person who drafied such and shall be
construed as if all parties had jointly prepared this Agreement and it shall be deemed their
joint work product; each and every provision of this Agreernent shall be construed as
though all of the parties hereto participated equally in the drafting hereof; and any
uncertainty or ambiguity shall not be interpreted against any one party. As a result of the
foregoing, any rule of construction that a document is to be construed against the drafting
party shall not be applicable.

xxxr. T.rrLEs ANp CAPTIONS

The parties have inserted the Article titles in this Agreement only as a matter of
convenience and for reference, and the Article titles in no way define, limit, extend or
describe the scope of this Agreement or lhe intent of the parties in including any particular
provision in this Agreement.

XXXII. MODIFICAT

This Agreement may be modified only by written agreement of all parties. Any
such modifications are subject to all applicable approval processes required by, without
limitation, City's Charter and City's Administrative Code.
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XXXIII. WAIVER

A failure of any party to this Agreement to enforce the Agreement upon. a breach
or default shall not waive the breach or default or any other breach or default. Allwaivers
shall be in writing.

XXXIV. EXHIBITS: ABTICLES

Allexhibits to which reference is made in this Agreement are deemed incorporated
in this Agreement, whether or not actually attached. To the extent the terms of an exhibit
conflict with or appear to conflict with the terms of the body of the Agreement, the terms
of the body of the Agreement shall control. References to Articles are to Articles of this
Agreement unless stated othenruise.

XXXV. COUNTERPARTS

, This Agreement may be executed in any number of counterparts, each of which
shall be deemed an original and all of which shall constitute together one and the same
instrument.

ilil
ilil
lut
lut (Signature page to follow)
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lN WITNESS WHEREOF, the parties hereto have executed this Agreement on the
date to the left of their signatures.

THE CITY OF LOS ANGELES, by its
tsstoners

Dated: 2 zAE. By:
E ENE SEROKA

Director

U,{4

Dated: z1z / ,2a18

Attest:
KLESGES

rd Secretary

TIMOTHY J. RILEY

firn orrc'-| .T . R tLEY
(PrinUtype name and title)

Attest:

(Print/type name and title)

APPROVED AS TO FORM AND LEGALITY

2 lt 201/0
MICHAEL N. FEUER, City Attorney
JA SIDLEY, Coun

T. DRISCOLL, Deputy

JTDjpr
Attachments

54290 w.o. #
# 0412 Job Fac. #

# 000

B

by:

fied Funds Availablel

2017/18 $ 103,500
2018/19 $ 207,000
20t9120 $ 207,000

TOTAL: $ 5r7,500

Approvcd

Rev. A2117117
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City of Loe Angol6$
Ofiico of Flnance
200 North $pring S1, Rm 10'l
Los Angelee, CA 90012

Print Form Submit by Email

FLEASE NOTE thst if you aro lnvolved with any type of SALES ACTIVITIES, €ithor RETAIL or WHOLESALE, you are REOUIRED to also lill out
the Tobacoo Rstailer's Questionnairo/Applicallon

BUSINESS TAX AP PLICATION

The followlng lnformatlon is eubiecl to dlsclosure. FoRoFFrcEUseoilLy FUND/cl3ss :, FUND/CIASS _
Business Type (check one): I lndiuiduat f] partnership tr Corporation I lr-c I trust
Please print or lype:

Do not use P 0, Box here Sheel Address

Please check appropriate box fJCommercial Locarion tr Residence

lf different lrom Business Address Street Address 0r P0, Box

Please check appropriate box I Commercial Location I Hesidence

City

City

YearDay

State Zip Code

Slate Zip Code

Legal Name:

Care Of (ClO):

Mailing Address;

Business Name (DBA):

Starting Date of Buslness: Month

Do not use DBA (fictitious name) here
Business Address:

Social Securlty No. (S$N) - OR'Federal Employer ldentificatlon No. (FEIN):
Sales Tax Number (Seller's Permlt):
Descrlptlon ol Business:
(Provide in Detail)

Web Address (optlonal): 1 Primary Business/Professional Activity Code
Business Phone Number: Secondary Business/Professional Activity Gode:

Gross Recelpts2: (lf your buslness beqan prlor to the current year, please complete the qro6s recelpts lniormatlon below)

Activity: 2tJ09 2010 zafl 2012 2013 zor4 20ts 2016

Please Nole: A minimum business tax may be due based on your business activity(ies) for the first year of operation

Contact Person: Tiile
Contact Phone Num

This is lhe S.dlgit Prlmary / Principal Btrslness or Professlon Activity Code roporled on your Fodoral Tax Roturn. A Secondary buginass activily is
ons lhat compriaes al loast $1,000,000 and 40% of yourgross receipts. Gotohttp://flnante.lacity.org/form/NAlcSCoDES,pdfforaNA|CScodellstlng.
lf your buelneoe ls located wlthin th€ Ciiy of Los Angeles and a portion of your groer rsvenu€ ls derived from outsidg the City, or your buslnses i$
located oulgide the City and a portion of your groee r€venue ls derived from inglde the City, then applicable apportionm€nt formulas may reduce
your tax llability,

3 Ous to the lstgs nurnber of various bueiness activilioa described under LAMC Section 21.53 lo 21 |lg7 , it is not practical to ligt egch separalaly.
For apecilic aclivilies and ratos, contact the Office of Finance or yisit our wsbsilo @ www,lacity.org/finance.

4 By oompleting this form and submitting it to the Otfice of Flnance in an eleclronic formst, 3uch as email, you agro€ thst the submitted form hag
lhe same legal offect, validity and enForcosbilily of a form submitled lo us via US mail or in person. You also agree thal th€ aforomentioned form
legally represenls a documont sent by you or your logal represenlalivo.

rccommodtllona io !n!ura 6qurl gccoai lo it! pro0,!mt, !6ryIc€!, !nd scllvlti€!,

1

2

I declare, undst ponalty ol perlury under lhe laws ol lhe Stale ol Calllornia, lhal lo the besl ol my knowledge lhe loregohg is lrue, correcl
and complete,4

Signature of Owner or Agent

Prlnt name of Owner or Agent

Daytime Telephone Number

Date

EmailAddress



EXHIBIT A

$cope of Work

Consultant shall perform professional and expert services utilizing Project Directives

when authorized by the Chief of Police or his designee, utilizing the labor rates provided

in Exhibit B. All tasks shall be performed as authorized in writing by the Chief of Police

or his designee on a Proiect Directive basis'

Definitions.

1, Los Angeles Port Police - Chief of Police (COP).

2, Consultant - Timothy Riley {Consultant).
3. Scope of Work (SOW).
4. project Directive (PD) - A PD shall result from a request for work by the COP or

his designee;

Tasks

The project requirements generally described in the fotlowing tasks are to be performed

by lre ionsultant when authorized by the COP by written PD. PDs may include a scope

oi work that differs from the generai descriptions that follow - in those cases the PDs

shalltake precedence;

Consultant shall:

Continue the implementation of an enhanced Computer Aided Dispatch (CAD) system

and Mobile Cornmunications System.

Tas!2 - lmplernqrrtatlon, of a Record$..Mangqgrrrent'$vstem {RMQI

Consultant shall;

o Continue the implementation of an enhanced Records Managernent Systern

(RMS) & Automaied Report Writing System for integration into the CAD system'

inis nUS should be fully complianl with LAPD, State of California and FBI crime

reporting requirements as per Uniform Crime Reporting & National lncident

Based Reporting SYstem,

o lmplement an automated field reporting system (AFR)



Task 3 - lmplementation of a 9:1:1 Public Safqty'A"r;i1yefjng_Eq_U_t_IqlJl_1"9*_A_q.S_oI
l=os Anqql- s marrq.qecl.by the tA Port Police

Consultant shall

Coordinate the implementation of a 9-1-1 Public Safety Answering Poini for the Port of
Los Angeles that would dlrect all g-1-1 calls within our jurisdiction to be answered
directly by Port Police dispatchers, enhancing efficiency, providing direct access to g-1-
1 callers and improving response times to emergencies. The project included
implementing a 9-1-1 computer telephony systern, obtaining dedicated 9-1-1 circuits
from AT&T and services to configure landline & wireless calls to be routed directly to
Pod Police dispatch.

Task 4_r Relmnleme.ntatlon qf a,.l.ldobilg Dgtjr ,gyqtem foL*AJl Pqrt .Pollce Field
Assets

Consultant shall:

Complete the implementation of a rnobile data system for the Marine Unit vessels
consistent with landside assets

Complete the implementation of a mobile data system for the Motor Units
consistent with other landside assets

r lmplement "Reality Video" that will facilitate access to our Port security cameras
from mobile devices and Mobile Data Computer. Solution was purchased but not
yet installed.

'fask 5 - lpolenentation of ,a flsl4 glit and*.vessel locatinq svstgrL for o_fficer
eafetv lr,e.edg and ejlset denlov$ent.

Consultant shall

Complete the research for a field unit & vessel locating device operate in conjunction
with the comprehensive mapping system from Geospatial Technologies that has the
ability to display the locations of vehicles, boats & radios,

laok 6 - Relogation qf Com,qunications Hsuipmqnt in the Thre4t Petection Center
{TDC}

Consultant shall

Coordinate the relocation of radio cornrnunications frorn the existing TDC located at 300
Water Street to the Port Police Headquarters

a
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Task 7 - election and stand rdization of the re celrrent eorrinmertt for: nolice

vehicles

Consultant shall coordinate the selection and standardization of the following equipment

and systems for police vehicles:

Enhanced Mobile Data Computers, Bluetooth, WiFi, Cellular data network capabilities,

anti-virus protection, mobile audio /video system, license plate readers, Blue Check

fingerprint reader integration, electronic evidence, citation and field interview systems

Task I - lrnplerngrltption of a*ggmpr?hensive Fange 4nd eq.uipment management
svstem

Consultant shall:

Complete the implementation of the "Armorerlink" Range & firearms management

system.

Ta$k I - lnstallation gf a connection with LAPD$i Loqa! Area Ns[Worh

Consultant shall:

Continue coordination of the fiber connection with LAPD to access their local area

network (LAN) via Harbor Division facility & I-APP HQ'

Consultant shall:

Complete and continue to coordinate the implementation of Memorandum of Agreement
(MOA) between the Los Angeles Police Department & Port Police for operational &

administrative responsibilities including use of force investigations, criminal

investigations, jurisdictional response plan & resource sharing.

fash 1,1 -- Coordinatiqn of the Rgplegonrent of the Port Policg.Voice Radio FLeten

Consultant shall:

Act as the Port Police liaison with POLA ITD on police department radio related issues

including handheld & rnobile radio replacements, POLA Security Officer radio

replacefrent, new Threat Detection Center radio console installation, Marine VHF radio

improvemeni project, Catalina lsland repeater study, recommendation, approval &

implementation



TasE,jS - QF"..Psrtal Projec!:Port Fqlice LiaisoL?nC cqrysu,ltent to Chigf Gazsi fqf
the POLA Wireless LTE Proiect

Consultant shall:

Act as the Port Police and public safety liaison while working with staff from ITD & Office
of the Executive Director to research, develop & implement an enhanced wireless
network for POIS with integration to the POLA Fiber Network for maximum throughput,
performance & reliability for POLA & tenant usage.

Consultant shall:,

Act as the Port Police liaison with Cyber: SecuritylFusion Center Project ensur.ing that
Police needs & use caees are included in project as well as consultin$ with Chief Gazsi
on police & public safety issues related to the project



EXHIBIT B

Fee Schedule

Consultant rates shall be $g9,50 (ninety-nine and fifiy cents) per hour with a rnaximum

of 2090 billable hours per contract year'

Any travel required outside of the Southern Califomia region must be pre'approved, in

wriiing, by the Chief of Police or his designee.

Add1ionally, alltravel expenses incuned willbe reimbursed ln accordaince with the City

of Los nngetes Travel Policies and Procedures. See AttachmeRt *.



1.8

1.8.1

1,8.2

1.8,3

1.8.4

1.8.5

1.8.6

1.8',7

A,

B.

D.

E.

F,

1.8.8

A.

B,

1,8.9

'1,.8.10

1 .8.11

1.8.12

A.

B,

1)

2)

3)

4)

c.

TRAVEL

Overview

, ! r., rt., rin "r.tr-....t..-,r. 3

i ' i ' r r r'r r , . . t . r r ' . ,- ',, , . .r . t. r. . t, 4

Definition of Travel

Purpose of Traveland Required Authorizations.i.,.,.?r.....r,...,.r,,!.,.,....,,,...,,..4

Travel Authority ...

Travel BlanketAuthorities..^.,.,........i,.. ........,.,.,"...,..,,,5

Travelto Sacramenlo or Washington D.C........... ...........,,-,,,..,.,,.,5

Foreign Travel involving more than one city commissioner......!.....,:r,riiii,.....5

Mayor's Executive Directive No. 4 lntergovernmental Relations ...,,,,".,"..,..,._,6

Travel to Arizona .,.......",,,.,....,.......,,.,..,....,6

Approval of Travel Documents .i.,..............,..!....,..r.,..r.,,.,.,,,..,...6

Office of the Mayor Approval ..,.,.i....r;..... ,, j:.......i:r...,.......,.,",.,.,.,.6

Departrnent Approval. -...,....,2

Required Receipts and Documentation,,,.. .";"i.;,,......7

LAAC Reporting Requirements I
Department Travel Coordinatot.....,:......,.,.,........ j.....,. ,.......,.-.,.,.,,..i,..,.,,.,o.-... I
Transporlation lo Destination ,,...r.,!..,....i. ._......,,",,i,;,.,,,..,,,.,.,,..,. g

City Authorized Business Travel Service Provider-,..i.,.,...,r,,.r,.;.,,,,,,,...,..,.,,,. g

Airline Travel.......

Seating Upgrade Programs,...,..

Checked Baggage Fees.,....,.,...

PromotionalMaterials and Frequent Traveler Programs....,...,i;,...,,...,,.,...11

Airport Parkin9..,,,....,,..

'l'. "

i),., r,,,.,,..i'it',,.r.,,.,r*.,. 9

t',,,.,.... ;..,,...,t, ", r,..t-, r.1 1

!, ,t
i.,....,.,........;. I I

' r r.,',',r., ",.,,,,.,,, 12

Alternate Mode of Transportation (other than airline travel)...........,..,.,...... 12

i



1.8,13 Per Diem (Lodging, Meals and lncidentals)...'...

A, Lodging/Hote1.........,

1) Conference Travel

........',13

"14

2)

3)

B,

1)

2)

16

NOn-COnfefgnCg TfaVel ',, r |..1,., r,, !,.,.,.'..y. r,!.r::.*ii.:.r,'.r.\ 4.{r.:i:.; ;t:t tti,otttiittt;rts47

Shargd Lodging ri.'..'....'."-.-.....,''..'.r.....i;'r.'.'rr''r;1i';;.rrr{i8

Meals and lncidentals (M&lE) .....&,.......:1,..,'r.,'...'..,'ii..'....'r..',';., 118

Reimbursement Limits - Travel with Overnight Lodging .,..,.'...,,........,.,'20

Reimbursement Limits - Travel without Overnight Lodging {One-Day

1.8.14

1.8.15

1.8.16

1.8.17

1.8.18

1.8.19

1.8,2A

1.8.21

1.8.22

1.8,23

1.8.24

1.8.25

1.8.26

1.8.27

1,8.28

1.8.29 ForeignCurrency.,.

1.8.30 Travel Advances,.

1.8.31 Related Resources

lt



1,8 TRAVEL

1.8.1 Overview

City employees and elected officials may be required to travel on City business in the
performance of their duties and responsibilities. Los Angeles Administrative Code (LAAC)
Division 4, Chapter 5, Article 4 establishes City policy relative to allowable costs for travel
and for non-travel related expenses for all City employees and elected officials. The LAAC
defines travel costs as ihose incurred outsicle the geographic boundaries of Los Angeles
County. The LAAC states that an employee or elected official will only incur expenses
that a reasonable and prudent person would incur if traveling on personalbusiness. The
LAAC mandates that, before an employee or elected official incurs expenses, due
consideration be given to such factors as suitability, convenience, and the nature of the
business involved.

The City's Travel Policy discussed in the sdctions below provides guidelines and
procedures to be followed by City employees traveling on City business. The policy, to
the extent possible, takes into bonsideration the range of travel costs and the
unpredictable realities of travel, The Policy also applies to anyone whose travelexpenses
are paid by the City. Departments should use lhis Policy when developing their own
internal policies and procedures for reimbursing travelexpenses. lndividual departments
may, at their discretion, impose greater restrictions andlor controls beyond what is
required by this Policy. Departments should provide the Controller's Office with their travel
policies,

Departments should be mindful that docurnents related to City travel expenditures are
public records and may be subject to disclosure under the California Public Records Act.

1.8.2 Purpose of Policy

The purpose of the City's Travel Policy is to:

Provide guidance to Department Heads, City Travelers (herein referred to as
Travelers), Departmental rravel coordinators, and Authorized Approvers for
managing travel expenses;
Provlde a uniform ptocess to approve and control travel expenses that take into
consideration the LMc, the prudent use of public monies, and the lnlernal
Revenue Service (lRS) rules on taxable income conseguences for Travelers as
well as reporting obligations on the part of the City;

t
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r Frovide guidance on reimbursable and non-reimbursable expenses; and,
. Streamline the encumbrance and reimbursement processes.

1.S.3 IRS Taxable lncome Reporting Requirements

The City's Travel Policy and reimbursement procedures are designed to conform to the

"Accountable Plan" rules of the IRS to avoid the administrative burden of reporting

reimbursements as taxable income subject to withholding and payment of employment

taxes. Therefore, the reimbursement guidelines for travel expenses are nol rneant to

result in additional taxable incorne, except for meals reimbursements without overnight

lodging, to the Traveler if the rules herein are followed. To comply with the Accountable

PIan, the Ci{y and Travelers must meet all tltrqe- of the following IRS rules:

. There is a business connection to the expenditures.

. There must be "adequate" accounting of the expenditures by Travelers within a
reasonable period of time. Adequate accounting means that the Traveler must
provide the dale, time, place, amount, and business purpose of expenses along

with documentary evidence such as receipts.

' Excess reimbursements or advances must be returned to the City within a

reasonable period of time, Failure to return excess reimbursements or in the case

of advances, amounts paid in excess of the substantiated expenses are required

to be reporied to the IRS as taxable income,

Note that there are other circumstances that would trigger taxable income reporting

requirements, which are discussed in Sections 1 ,8,13 and 1 .8.15 of this document'

Although being in travel status in excess of one year is uncommon for City travelers,

Departments arc advised that taxable income reporting is also required when

reirnbursements are for expenses incurred at a single location when the job assignment

is expected to last ln excess of one year, or does in fact exceed one year.

1.8.4 ControllerResponsibilities

Charter Seclion 262 requires the Controller to, among other things, have adequale

evidence that (1) the appropriation for the goods or services has been made; (2) the prices

charged are reasonable; and, (3) any additional criteria established by ordinance have

been satisfied before approving payment of demands drawn upon the City Treasury' ln

addition, the Charter authorizes the Controller to delegate payment functions to

Departments and charges the Controller with the responsibility to regularly review the

Controller Manual Revised April 201 5

1.8 Travel Page 2 of 35



accounting practices of Departments. To streamline the payment approval process,
departments certified under the Certification and Fiscal Monitoring Program (CFMp)
(Certified Departments) is not required to obtain Controller approval. Traveladvances and
City's travel credit card payments are processed by the controller's office,

1.8.5 GontrollerComplianceReview

The Controller's Office will review Departments' compliance with this Travel policy, lf
findings from the reviews are not corrected, the delegated authorily to the Department for
travel may be rescinded and the Department will then have to obtain the Controller's
Office approval of travel encumbrances and payments until the delegated authority is
reinstated.

Review of Fire and Police Pensions and City Employees' Retirement System
Departments will be in accordance with their Boards'adopted travel policles since under
the City Charter, the Boards have control over their respective trust fund assets, including
independent contracting authority for administrative expenditures such as travel.

1.8.6 Definition of Travel

The LMC defines travel costs as those incurred outside the geographic boundaries of
Los Angeles County. The lnternal Revenue Service (lRS) considers an individual
traveling it:

The duties require the individual lo be away from the general area of the
individual's primary residence substantially longer than an ordinary day's work,
and,
The individual needs to sleep or rest to meet the demands of work while away from
the primary residence.

A0:nle-Ba!e

ln line wi{h the best practice of olher governmentalentities, the City follows the "S0-nrile"
rule, Under this rule, travel reimbursements will be made only if the destination is farther
than 50 miles both from an individual's primary residence and work location, unless one
of the circumslances below applies,
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Reimbursement may be allowed for lodging, and meal and incidentalexpenses when the

travel destination does not meet the "5O-mile" rule under any one of the circumstances

listed below with documentation of the specific circumstance and pre-approval of the

travel and estimated expenses by the Department Head. Also see Section 1.8.13 for

lociging, and meals and incidental reimbursement amounts. Use of this ru[e shauld be

nateq as an e\c.epfion an the General Accounting Encumbrance Travel (GAETL) and

Person al Fxpense Sfa tement fPES) docu ments.

Conference/meeting start (not check-in) time is before 8 a.m. or end time is after

6 p.m,
Traveler cannot drive to the destination and public transportation is not available

to arrive in time for, or leave after conference/meeting'
Traveler needs to arrive before I a.m. to host the event, or se{up for the evenl

{e.g., exhibit booth), or leave after 6 p.rn. to pack up.

1.8.7 Purpose of Travel and Required Authorizations

The LAAC allows the reimbursement of travel costs when employees and elected officials

travel on "official Ciiy business". To constitute 'official City business", the activities of an

employee or elected official must demonstrate:

. A valid City interest to be served or gained thereby; or

' Relevance to the City operations or the individual's role in such operations; or

. The promotion or development of City programs, methods or adminisirationi or,

r Compliance with instructions or authorization from the Mayor or the Council.

A. Travel AuthoritY

The Financial Management System {FMS) includes "encumbranGe processing for

payment creation" to ensure compliance with lhe Charter requii'ement for adequale

evidence that appropriaiion for goods or services has been made prior to payment of

demands upon the City Treasury.An encumbering document, the GAETL document,

is required for all City travel. A completed travel authority document must be approved

by the Department Head (or Authorized Approver) 10 business days prior to the

cornmencement of travel, Also see Section L9&4 on required approvals from the

Office lhe Mayor.
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The following are acceptable documentalion to support the necessity and importance
of the travel

. Brief description of the purpose of the business meeting/trip; and,. Brochures; flyers, pamphlets or agenda for professional conferences and/or
training programs; or

. Correspondence between City employee/s and individual/s responsible for
planning or scheduling business meetingls (other than professional conferences
or training programs).

B. Travel Blanket Authorities

ln cases where Departments have recurring and same purpose travel needs, travel
blanket authorities may be established, Recurring and same purpose travel is typically
for large groups of employees that must travel throughout the year to perform
functions or attend activities for the same purpose. For example, Tax and Permit
Auditors regularly travel to various locations to perform auditing functions; City
Aiiorneys may often travelto various locations to participate in depositions; and police
officers frequently travel for investigation and extradition purposes.

Departments must submit a GAETL document for the iotal estimated dollar amount
needed to cover the recurring and same purpose trips for the entire fiscal year.
Departments must include a wrilten justification explaining the recurring and same
purpose nature of the requested trips,

C. Travel to Sacramento or Washington D.C.

The LAAC requires all non-elected City officials and all other City emptoyees to notify
the Mayor, the Chair of the Committee that oversees the lnlergovernmental Relalions
function, and the Chief Legislative Analyst prior to traveling on officialClfy busrness to
sacramento or to washington, D.c. Effective March 25,2013, employees of the city
Council or O{fice of the Mayor are exempt from this requirernent,

D. Foreign Travel involving more than one City. Commissioner

The LAAC requires advance Council approval for foreign travel (except to Canada or
Mexico) involving more than one City commissioner,
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E. Mayor's Executive Directive No.4 lntergovernmental Relations

The Mayor's Executive Directive No. 4 and its accompanying "Procedures Manualfor

the Development and Representation of the City of Los Angeles' Policy and

Legislative Positions" require that "all travel to Sacramento and Washington, D.C. by

City emplcyees and non-elected officials for the purposes of advocacy on behalf of

the City is subject to the approval of the Mayor. This also includes any travel by any

City employee outside of the State of Galifornia for the purpose of conducting official

City business with any other government entity, commission, agency or department."

It is the responsibility of each City employee to adhere to the Mayor's procedures

manual, Elected officials and their staff are exernpt from this requirement.

F. Travelto Arizona

ln May 2010, the Council suspencied all City travel to the State of Arizona to conduct

City business unless special circumstances can be demonstrated to the Councilthat

the failure to aulhorize such travelwould seriously harm City interests, The travel ban

would be lifted upon the repeal of SB 1070 and HB^2162 in the State of Arizona- ll is

the responsibility of each City employee to obtain prior Council approval for travel on

City business to the State of Arizona. The travel ban does not apply to proprietary

departments, Fire and Police Pensions, and Los Angeles City Employees' Relirement

System unless their respective Boards have adopted the same or a similar policy.

1.8.8 Approval of Travel Documents

A. Office of the Mayor APProval

Travel authority documents (i.e,, GAETL) for all Department Heads and

Commissioners, including proprietary departments require approval by the Mayor's

Office. ln addition, Department Heads'and Commissioners' PES that have exceptions

to the City's Travel Policy require approval by the Mayor's Office. The Department

Heads and Commissioners for Fire and Police Pensions and Los Angeies City

Employees' Retirement System are exempt from the requirements since their Boards

have sole and exclusive authority over their respective trust fund assets.
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B. Department Approval

For the purpo$e of the city's Travel Policy, "approval by the Department Head"
generally refers to the General Manager. Department Heads are responsible for
approving their staffs travel authority and PES documents. Department Heads may
designate other Authorized Approver(s) for travel. For the following departments wilh
Board of Commis$ioners, approval authority for their staff's travel documents is the
General Manager unless otherwise stated in the Board's adopted policy: Fire and
Police Pensions, Los Angeles City Employees' Retirement System, Airports, Harbor,
and Water and Power.

Denarbngnt. Heads' and Board members' lrave!-autlroritv docunrents require Mavpr's
9ffice approval. Furthermore, Department Heads and Board members should not
approve their own PES documertts. lf there are no expenditure exceptions to the Ciiy's
Travel Policy, the Department Head's PES documents can be approved by an
Authorized Approver and in the case of a Board adopted policy, in accordance with the
policy. lf not specifled in the Board adopted policy, the Board Presidenl's PES
documents that do not include exceptions to the City's Travel Policy can be approved
by the Board Vice President, Mavor's Office approval iS req1rired pn Denartr,nenl
Heads'afrd B-oard members' PES documents wi-lti exceptigrls.

1.8.9 Required Receipts and Documentation

Department Head approvals of GAETL, PES, Travel Expenditure {TEX) documentg, and
travel advance (if applicable) must be in the Financial Management System (FMS), ln
addition, all required receipts, exceptions and documentation supporting exceptions, and
approvals of exceptions to the Travel Policy must be scanned and posted in the FMS for
audit purposes, Departments should also retain original receipts and documents for at
least five years. Also see Section 1.8.27 for further guidance on documentation of
expenses.

The City's Travel Policy includes exception provisions. The following are required to be
noted as "exceptions" ot'l the GAETL and/or PES documents and Traveler must provide
justification:

r Travel under "50-mile" Rule Exceptions
. Airfare other than for coach class
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. Additional costs for extra leg-room coach class

. Fees for more than one checked bag

. Airport parking rate more than 25 percent of the applicable airport lot rate

. Non-conference lodging rate lhat is more than federal per diem rate for destinaiion

. Shared lodging for Authorized Travelers

' Full reimbursement for meals on travel day(s)
r Full reimbursement for meals when meal is provided by conference
r Transportation to procure meal (Note: limit is $5 per day)
. Rental car other than mid-size or smaller
r Laundry service when travel is for less than four consecutive nights

' Reimbursement for fueling City vehicles if unable to obtain a temporary Voyager
Card from Department of General Services.

1,8.10 LAAC Reporting Requirements

The LAAC requires a report that summarizes the nalure and purpose of the travel or

convention and describes the significant information gained and/or beneflts accruing to

the City, This report is due 30 days frorn the completion of the travel or convention from

the City employee to his or her appointing authority. Elected officials are exempted from

this reporting requirement.

1.S.11 DepartmentTravel Coordinator

Department Head shall designate a Department Travel Coordinator {DTC) who will:

. Serve as the primary contact for travel coordination and processing;

. Ensure thal Travelers have read and undersiood the Travel Policy;

. Review GAETL and PES documents and identify exceptions to the Travel Policy,

obtain written juslification and the supporting documentation for the exceptions,

and provide the exceptions and documentation with the GAETL and/or PES to the

Departrnent Head for aPProval;
. Ensure that unallowable andlor unapproved expenses are not on final PES

documentsi

' Track credits from canceled airline reservations; and,
r provide on-time response lo Controller's Demand Audit Section regarding charges

on City's travel credit card,
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1.8.12 Transportation to Destination

A. City Authorized Business Travel $ervice Provider

To the extent possible, allTravelers should utilize the City authorized business travel
service provider for all City business-related travel, Currently, the City is using the
State of California Department of General Services (State) travel agency contract with
TravelStore to maximize savings on air lravel. The State, in conjunction with
TravelStore, has established a website dedicated for government travel,
www.caltfavelstoie.net. Dedicated TravelStore agents can also be reached at 1-
877-454-TRVL (8785). Travelers should use the self-service online system to make
travel reservations whenever possible since the transaction fee is less than agent-
assisted reservations. Agents are available tbr more complex travel arrangements,

Air lravels booked through Travel$tore are charged to the City's credit card. The
Controller's Office will provide departmenls with monthly reports of their airfare
expenditures with TravelStore for verification and approval of their charges.

Travelers may use other travel service providers under the following conditions:

The Traveler is willing to use his or her personal credit card to hook the flighi or
other mode of transportation; and,.
Premier economy seating which are justified and approved by Department Head
but not available at TravelStore; and
Sufficient proof is provided that the airfare is equal to or lower than airfare or fare
available at TravelStore, at the time of GAETL approval.

Travelers are responsible for canceling airline reservations if the trip is canceled or
postponed and obtaining a copy of their non-transferable credil for future use with
TravelStore. Similar steps should be taken when flights are not booked with
TravelStore.

B. Airline Travel

LAAC Section 2.242,3(a) slates that, except in case of official necessity, air travel
expenses are allowable only for the lolvep!... regular fare available fqr rqgul_arly
scheduled airlines for the date and time selected. lt further states that claims for
reimbursement of higher fare or extra charges for transportation by scheduled airtines
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are allowable only if certified by the Depadment Head that he or she has reviewed

and concurs with the facts constituting the official necessity.

Coach or economv class fare is presumed to be the lowest regular fare available for

regr"rlarly scheduled airlines. Travelers are required to only incur expenses that a

reasonable and prudent person would incur if traveling on personal business and,

therefore should consider ihe least expensive class of travel that meets their needs-

Travelers are expected to make reservations as far in advance as possible to avoid

paying higherfares. Purchase of a refundable ticket, which is usually more expensive

than a nonrefundable ticket, should be pre-approved by Department Head. The benefit

of booking a non-refundable ticket should be weighed against the risk of changes in

travel plans before purchasing the ticket,

While the determination of "official necessity" falls under the purview of Departnrent

Heads, below are guidelines in determining whether the cost of business'class or

premier economy sealing accommodations is "reasonable". The guitlelines are

consistent with federalguidelines and best practices of other government entities- Use

of any af the reasons belaw should be documented and nofed, Psixcepftlon$ to the

Travel Policy on the GAETL and PES documents.

. When use of other than coach-class is necessary to accommodate a medical

necessity, A writien certification of the medical necessity and a recommended

suitable class of iransportation fronr a cornpetent medical authority must be

submitled.

' When exceptional security circumstances require other than coach-class

accommodations.
. Where the origin and/or destination are oulside the Continental United States and

the schedueU nignt time, including non-overnight stopovers (e.9,, layovers) and

change of planes, is ln exoess sf 14 hoqtq; and the Traveler is required to report

to duiy the following day or sooner, Scheduled flight time is ihe flight time between

theoriginatingdeparturepointandtheultimatearrivalpointincludingscheduled
non-overniglri time spent at airports during plane changes. Scheduled flight time

does not include time spent at the originating or ultimate arrival airports. Direct

flights must be selected except when flights with stopovers are more economical.

o When no coach-class acoommodations are available on any airline that is

scheduled to leave wiihin 24 hours of the proposed departure tinre, or scheduled

to arrive within 24 hours of the proposed arrival time'
, When the use of other than coach-class accotnmodations results in overall cost

savirtgs to the City. Sufficient proof of cost sa,rings must be provided'

Travelers should select an arrival/departure airport that is closest to the destination

unless flights are not available or airfare is more expensive than the additional ground
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transportation costs to reach the deslinalion. Travelers should document why the
closest airport to the destination was not selected. Traveling within and between
foreign countries should also be by the most economical and direct transportation
mode unless savings can be achieved othenarise,

Fxcepllons to the Policy (including Reasons 1 to 5 abave) musf be justified in writing
and approved in advance by Department Head, Receipt is required to be reimbursed
for actual cost of airfare (note: flight insurance is not reimbursable).

1) Seating Upgrade Programs

Some airlines have seating upgrade programs for coach-class. These programs
are sometimes called "Coach Elite", uCoach Plus", "Preferred Coach" or "Economy
Plus". Under these airline progtams, a passenger may obtain for a fee a more
desirable seat choice within the coach-class cabin. Although these coach upgrade
options are not considered a new or higher class of accommodalion since lhe
seating is still in the coach cabin, the use of these upgradedlpreferred coach
seating options is generally a Traveler's personal choice and therefore is at the
Traveler's persona I expense.

Exceptian,

When use of extra leg-room eoach c/ass ls necessanr' to accommodale for a
medicalnecessity, exception must be justified in writing and approved in advanced
by Department Head. The additional cost for use of extra leg-room coach class
should be noted as exceplions to the Travel Policy an the GAETL and PES
documents.

2) Checked Eaggage Fees

Some airlines charge fees for checked baggage. ln cases where the Traveler is
charged for the first checked bag, the City will reimburse for the fee. Fees for
additional checked bags will nol be reimbursed unless justification is provided for
a business need, such as when lhe Traveler needs to carry special equipment or
the length of travel justifies additional bags. Fees for additianal checked bags
should be n-qtSg3g_g1ggplleil.on GAETL and PES documents.

3) Prcmotional Materials and Frequent Traveler Programs

Consistent with current federal practice, the City will only reimburse for actual oul-
of-pocket expenses incurred. Therefore, the City will not reimburse for any

'z4 we44a'4?

Controller Manual Revised April 2015
1.8 Travel Page 11 of35



promotional benefits used in connection with Cily travel. Travelers may use

frequeni Traveler benefits, earned on official or personal travel, for a subsequent

City travel but will not receive reimbursement for City-related use of such benefits.

4) Airport Parking

Travelers should use the most economical self-parking option at or near the airport

and obtain pre-approval for airport parking. Receipt is required for reimbursement,

Parking at the airporl lots listed below or in other locations that do not exceed 25

percent of the applicable airpod's rate (which includes tax) does not require

justification. Departments should verify the airport tate since the parking rates

noted below are subject to change, For airports not listed below, Traveler should

use the lowest airport parking lot rate for that airport'

' Burbank Bob Hope Airport - Lots A ($10 per day)
. John Wayne lnternalional Airport - Main Street Lot ($1a per day)
. Long Beach Airport - Lot B ($17 per day)
r Los Angeles lnternationalAirport (LAX) - Lot C ($12 per day)
. Ontario lnternalionalAirport - Lot 5 ($9 per day;

lf the Traveler knows prior to the travel that an exception is necessary, provide

written justification to the Department Head for approval. lf the Traveler does not

use the rnost economical self-parking option and did not obtain approval in

advance, Department Head approval of the justification is required for

reimbursernent. Parking that exceeds the applicable airport rate by mare 25

percent shoutd be natecl aE sXSePIon on the GAETL and PES documents'

c. Alternate Mode of Transportation {other than airline travel)

ln accordance with the LAAC, in all instances where a mode of transportalion other

than regularly scheduled airline is chosen, the Department Head shall authorize.such

allernate mode of transportation in advance and the allowable cost shall be the actLral

cost of the alternate mode of transportation (including incidentalcosts such as parking

fees) or the cost allowable under a regularly scheduled airline, whichever is less.

Cost comparison is not necessary betvreen air travel and driving a private or rental

automobile when the deslination is in an adjacent county fo Los Angeles since air

travel is generatly not the most economical or canvenient. Adiacent counties include

Orange, Riverside, San Diega, San Eernarcltno, Ventura, Kern, Santa Barbara, attd

San Luis ObisPo.
**
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The use of private automobile must be authorized in advance by lhe Deparlment
Head. The reimbursement for the use of private automobile shall be in accordance
with the mileage provisions under the LAAC Division 4, Chapier 5, Article 2 Use of
Privately Owned Autonrobiles on City Business ancl Reirnburserllent Therefor. lt
should be noted that Article 2 prohibits the reimbursement of mileage traveled
between the employee's home and headquarters, Mileage reimbursernent for City
employees will be for lhe distance in excess of home to headquarters during
scheduled work days and for non-scheduled work days, reimbursement will be for
miles from home to destination and back (map print-out with the number of miles is
required).

Additionally, the LAAC requires the Traveler to obtain a satisfactory policy of public
liability insurance covering the futl use and operation of the private automobile. A
memorandum authorizing the use of private automobile signed by the Department
Head must be included with the GAETL, The memorandum must certify that the
Traveler has complied with LAAC Section 4.232 and has a valid driver's license, For
complete insurance requirements, see LAAC Section 4.232 or the Risk Management
Procedure Manual at http,:{caodocs.ci.lA.cq.us/iiskmgml/CAORiskMgntManual,pdf,

Reimbursementfor use of a personal automobile willbe payable to only one emplayee
when traveling together with other employees on the sa/ne trip and in the sarne
vehicle.

Ihe use of a personal automobile fortravel may not be reimbursable in cases where
the Traveler receives a car allowance or any type of vehicle subsidy from the City on
a regular basis through payroll. Travelers on miteage reimbursement should claim
mileage associafed with travel on the travelexpense statement and not on the mileage
reimbursement form.

For automobile rental, see Section 1,8.16,

1.8.13 Per Diem {Lodging, Meals and lncidentals}

Under the LAAC, it is expected that, in the selection of restaurants and hotel rooms,
Travelers will seek moderately-priced establishmenls of acceptable quality. The LAAC
requires Travelers to consider transportation costs, time and other relevant factors in
selecting the most economical and practical accommodations,
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ln accordance with Council policy (C.F. 82-0944), advances and reimbursements for per

diem (lodging, and meals and incidental expenses), shall not exceed the per diem limits

detailed in the "Travel Allowances - Air Fare and Per Diem Rates" of lhe City Budget

Manual. The City Adrninistrative Officer (CAO) publishes the annual City Budget Manual,

which can be accessed at http:/lcaodqcq.ci'la.ca.us'

The Citv is uqing the federal destination per diem rates (lor the molrth of traVel) aS the

maxlErum ratgs f.or reinbrlrsemqnts on lodgina and meals and incicl-entals (M&|fl for

JeJittrr,rents,lo follstiy., with noted exceptlonq, The destinatipn pg diern rates TravPlers

should usg are as follows:

r U.S. General Services Administration (GSA) for travel within the Continental U.S.

(taxes are not included in the lodging rates). Rales are available on www.qsa'gov.

Select "Per Diem Rates" and enter destination to find the daily rate.

a

Department of Defense (DOD) for travel outside lhe Continental U,S,, non-foreign

such as Hawaii and Alaska (taxes are not included in the lodging rates) - see

W*vw.,defen$BtrAVeLdod.rnillsiie/pcrdiemeatc.cfm or go to WwH.psq,g,ov and,there

is a link below tne m$l6 ttre site. Use the amounts under "Maxirnum Lodging"

and "Local Meals" columnS. "Local Meals" iS fOr three meals and incidentals.

State Department for travel to foreign countries (taxes are included in the lodglng

rates). Rates are available on wuw:aoprah^$tate. or go to !v.w.w4lqa.gPv and there

is a link betow the map to theliie. Select "Foreign Per Diem Rates by Location"

and enter destination io find the rates. Use "Maximum Lodging Rate" and "M&lE

Rate" columns.

A. LodginglHotel

Lodging is for single occupancy standard rooms and generally, stay should be timited

to the actual dales of the meeting/conference - arrive on the day ihe official business

starts and return on the day the official business concludes. For oql-of-stalq travel,

Ttafelers nnav ariive the niqht before, -gqadleqs cf the tinle ln

addition, Department Heads may authorize extending the stay for any of the reasons

discussed below with documentation of the reason, The following are guidelines for

Department Heads to follow and therefore are not considered lo be exceptions:

r lrLstgte travelthat meets the "5o-mile" rule, Traveler may arrive.the-eyeninq PlgI
to the evenilJonference morning if the Traveler would otherwise have to depart so

early in lhe morning to arrive in tinre that it would be impossible or constitute a

hardshiP for the Traveler-
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a lngft[-e-Jg1p-l that meets the "SO-mile" rule, Traveler rnay s.ta,l an.adqJit_!q]al_lt.!gh!
and return the following morning if the Traveler would othenruise arrive home so
late in the evening that it would be impossible or constitute a hardship for the
Traveier
aU!:elgl3jell3yg!, Traveler may stay an additional night and return the fotlowing
morning if ihe meeting ends too late for the Traveler to make the last available
flight or if the Department Head determines the stay to be necessary or in the best
interests of the City. For example, conference ends at 2:00 p.m. but conference
attendees plan on getting together afienrvards to discuss business-related matters.
Staying an additional night, either before and/or afier the rneeting, if it results in a
net savings to the City when all costs are considered (provide a detailed
accounting of the savings).

Travelers should inquire if government rate is available at time of hotel reservation
and request that rate if it is less than the federal per diem rate.

Reimbursement will be for actual hotel expenses but not to exceecl the total of the
applicable federal per diem rate (plus fees and taxes, if applicable) for the destination
and length of stay for the individual Traveler. Exceptions to reimbursing at higher than
the federal per diem rate for the destination are discussed below, Department Heads
$hould not.Fpprove lodging eosB thglgxceed the ljmitg in thi$ Ootib:/: Under IRS rules,
Travelers can be reimbursed for actual costs but the costs cannot be "lavish and
extravagant", olhenrvise, the reimbursement becomes taxable income. An itemized
original lodging receipt (listing all expenses such as meals, phone calls, services
charged to the room) must be provided for reimbursement to be made in all instances.
Credit card receipts alone do not satisfy this requirement, Note: reimbursement of
meal charges, including room service delivery, on hotel invoices should be in
accordance with the M&lE guidelines and within the limits.

IRS Rule - Reimbursement without Receipt

The IRS requires reporting of lodgings that are in excess of the destination per diem
rates, which are nol supported by receipts, as taxable income on employees' Form
W'2. However, Departments should not reimburse for lodging without a receipt
since the city is not using the federal per diem rate as an allowance. lf a
reimbursement was inadvertently provided in excess of the per diem rates without
receipt and the Department was unable to get the Traveler to relurn the excess
amount, Departments are responsible for notifying the Controller's Payroll
Administration and providing the necessary information for reporting tc the lRS.

a

a
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Travelers can be reimbursed for lodging if any of the exceptions to the "50-mi{e" rule

discussed in Section 1.8€ is applicable and pre-approved by the Department Head.

Reimbqrsement r4{Lll [e. for actual expenses but &ot to-qxce-ed tbg,ap-p-!Sa!-!e--&d9Jel

rJestination per diern rate (200 percent allowance is ng.l appli-cable.) or conlge-q]c9-hQlej

.ra!e**Lodqinq reqeipt is required. Travp-ler should select alternative lgdgllg-i{

J:-onference holel rate exceed$ federal per diem ratg hv ?QQ percent {i,e, hotel rate

should not be more than doub&r,the federal rate),

Travelers are responsible for canceling hotel room when a trip is canceled or
postponed, and documenting the cancelation in case of billing disputes.

1) Canference Travel

a) Conference Hotel

When a conference or event is held in a parlicular hotel, the Traveler is nol

precluded from staying at that conference or event hotel if such expenses

would exceed the federal destination per diem limit under the LMC. ln

addition, Federal Travel Regulations Section 301-11.300 provides for

circUmstances when actual expenses are warranted, including when

"lodging and/or meals are procured at a prearranged place, such as a hotel

where a meeting, conference or training session is held','." PIQ9I
dogumentation such as brochure or literaturejndicating.the- evenl is beinq

held in*a pariieulBf hotel r'{Lust be gubmjtted a."nd -.?Qproyed sincq the

.Deparlme.nt Head.-cq,n rqquire the TravQler.lo,stay at a hpfe.l vyjth-a-lowet

Fte. ln adtlition. llthe conference hotel rate exceeqls the federalrate hv.lQQ

pdrcent (i,e. hotel rate is mqre than double the federal rate) the Traveler

phould select alternative lqdqing.

b) "Authorized" or "Sponsor" Hotels

The LAAC does not specifically address instances where the conference oI

convention is held at a convention center or location other than a hotel.

However, a reasonable conclusion is that the intent is to allow for staying at

"authorized" or "sponsor" hotels of conference or convention. Io the extent

feasible, Travelers should try to select the most economical among the

"authorized" ar "sponsof' hofels. However, it ls not necessary to

demonslrate that the selected hotel's rate is the most economical rate af all
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lfie hotels. Reimbursements for actualcosts that do not exceed 200 percent
of the federal destination per diem rale will be allowed if:

i) The sponsor hotel rate does not exceed the conference hotel rate, which
is within the 200 percent cap, with documentation of the conference
holel rate; or,

ii) There is not a designated hotel or the Traveler does nol have
documentation of the conference hotel rate. Traveler must obtain two
quotes from hotels within a reasonable walking distance (i,e.,lz mile or
less) and one quote fronr a hotel farther away with free shuttle service
to the conference, and select the most economical hotel. lf none of the
hotels have free shuttle service, the Traveler must obtain three quotes
from hotels within a reasonable walking distance and select the mosi
economical.

c) Other Hotels

lf a room is not available at the conference hotel or one of the
"authorized/sponsof' hotels, the reimbursement for a hotel near the
conference site can be based on:

i) Actual expenses up to the total of the federal per diem (plus fees and
taxes, if applicablo) for the length of stay. For example, different rates
for three nights slay but the totat for the three nights does not exceed
the total of the federal per diem rate for three nights; or,

ii) Actual expenses but not to exceed the conference hotel rate (which is
within the 200 percent cap) with documentation of the conference hotel
rate (Note: cannot use sponsor hotel rates for this exception).

Reimbursements for hotel rates in accordance with the above guidelines for
conference lodgings are not considered to be exceptions to the Travel Folicy;
therefore, exception notation on the GAETL and PES documents is not
required.

2) Nan-Canference Travel

lf lodging is not available al the federal destination per diem rate or lodging options
at lhe per diem rate are not practical and travel is not for a conference, the Traveler
must provide justificalion to the Department Head and obtain approval to be
reimbursed for a higher rate but nql to exceed 2il0 oercent of the fede€! pSr diem
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fAle-fsfllejeglifrg1q1 If the Department Head Bppraves the higher hotel rate, this

excersllon shauld be nated an the GAETL and PES dacuments, Traveler wiil be

reimbursed at the federal destinalion per diem rate if the Departrnent Head does

not approve the higher rate.

The cap at 200 percent is not meant to condone selection of a more expensive

room or holel when a less costly practical option is available, The cap is meant to

mitigate lhe Traveler from having to personally cover ordinary, reasonable and/or

necessary costs as a result of lravel for City business,

DepaLt.mqrlt l-leacls shotrld not approve a rate hiqher.tha0-the ?00 perc'erit caq

since a hiqher nercentaqg m-av be.deemgd by th,.e ln$ as "lavish qnd extravqg?nt"

and nol orcjinarV. necessary and reasoFable. "Lavish and extravagant" expenses

are subject to taxable income reporting and are treated as paid under a non-

accountable plan. ln addition, the public may perceive the expenses as not a

prudent use of public funds.

lf the purpose of travelis to assist an agency/municipality in a federal, stale or local

emergency incident and with no alternative lodging, Department Heads can

approve actual hotel expenses. Lodging that exceeds 20A percent ofthe federal

per diem rate shoutd be noted as an exqaplion.an the GAETL and PES documents

and Traveler should provide sufficient iustification and documentation.

3) Shared Lodging

lf there are situations when two City Authorized Travelers choose to share a room,

the cost ofa double occupancy room cannot exceed 300 percent ofthe federal per

diem rate for the destination . Department Head approval is reguired and this

gx.ceptien shauld be noted on the GAETL and PES documents.

The Traveler that paid the bill would claim the total paid for the room on his/her

pES and list the name of the other Traveler. The other Traveler's PES should also

note the name of the person thal he/she shared lodging with,

B. Meals and lncidentals {M&lE}

The LAAC allows the reinrbursemenl of a maximum of three meals a day. l/&lEfnll
but n

rate for the destinq!-qly.ith n-oted exqellqrc. Note; reimbursement for M&lE should
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reflect adjustmenls for meal charges on a holel invoice, including room service
delivery charges lhat are within the per diem limit.

Applicable federal per diems are as follow:

r First day of the trip ii.e., Traveler departs for the trip), use the per diem raie for the
destination city.

I Last day of the trip (i.e., Traveler returns from the trip), use the per diem rate for
the last location where the Traveler stayed overnight.

' lf Traveler is in more than one cityilocation per day, use the per diem for the
city/location in which the Traveler spends the nighi.

Eta n p.lg qf. M,& I E tE_teg tg usg.Iqf , a *trjp w ith n3g lt ip.le deslin qtions

4-Day Trip from Los Angeles lo London, London to Paris, and Paris to Los Angeles

Day 1l Departure flight from Los Angeles to London (destination city is London
and overnight stay is in London)
M&lE reimbursement is not to exceed 75% ol the per diem rate for
London

Day 2: Remain in London (overnight stay is in London)
M&lE reimbursernent is nol to exceed 100% of the per diem rate for
London,

Day 3 FlighUtrain from London to Paris (overnight stay is in Paris)
M&lE reimbursement is not to exceed 100% of the pe"r diem rate for
Paris

Day 4:' Relurn flight from Paris to Los Angeles (last location of overnight stay is
Paris)
M&lE reimbursement is not to exceed 75% of the per diem rate for Paris

Expenpe. $ubstq ntialign M€lhods

Reimburrsements may be for actual costs with receipts (Actual Costs Method) not
exceeding the federal per diem llmit, or for the federal per diem rate without receipts
(Per Diem Substanliation Method) but only one method of reimbursement may be
used for the entire trip. The Per Diem Substantiation Method is an acceptable
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alternative to the Actual Costs Method and satisfies the IRS requirements of an

accountable reimbursement ptan. Both methods require that the date, time, place,

amount and business purpose of the expense be noted'

1) Reinbursement Limits - Travelwittt Overnight Lodging

Meal expenses in excess of the federal per diem rate may be perceived as "lavish

and extravagant", Therefore to avoid any issue, reimbursement is capped at the

federal destination per diem rate except for destinations with rates less than $60

per day as discussed below, Meal allowance, lvill not,be provitled when rneals are

[tovided by th_e hast th,rouo.hout the dav, Complimentary breakfasl provided by

hoteldoes not constitute a meal. Alcoholic drinks are NOT reimbursable expenses.

Exception to the cap at the federal destination per diem rate is when the rate is

less than 960 per day in which case, the Traveler may request reimbursement for

actual cosls, not to exceed $60 per day, with receipts, This Orovision does not

allor,v.the uge of the per diern g-ub-gtanliation nelhod and receipts are required. This

is not considered to be an exception to the policy.

The meal allowance, which is for a full 24-hour day, will be proraled at 75 percent

r On travel days regardless of departure and/or arrival times. For the purposes.of

the City Travbl Policy, travel days refer to those days spent en route between lhe

home/office and a destination city (i.e., the first and last day of a trip). M&lE is not

prorated for days spend en route between destination cities,

r When a mealis provided as part of the conference (i,e., included in the registration

fee).
. For travel under the "5O-mile" rule exceptions with overnight lodging and pre-

approval.

Certain exceptions to the proration can be requested by the Traveler such as:

. Unable to consume the furnished meals due to medical reasons (doctor's note is

not required) or religious beliefs. Whenever possible, Travelers with special meal

requirements are encouraged to contact the host to obtain reasonable meal

accommodation.
. Full M&lE rate is necessary because of long travel day(s). Traveler must provide

receipts for all the days (i.e., the entire trip) for actual costs reimbursement up to

the federal per diem rate for {he destination, or up to $60 per day fordestinations
with rates less than $60. Reirnbursernent will be for the actual costs for each day

but not to exceed the daily per diem rate (i,e,, no cost in excess of the daily per

ffi@t4**,,ret9?^
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diem rate can be offset by another day claimed at less than the daily per diern
rate). Traveler cannot use the per diem substantiation method for the entire trip,

Reason for the excaption must be documented and apppved by the Deparlment
Head for rsimbursement and the q*,co.p'tion'ihqqld, he notes! on the GAETL and
PES documents.

Traveler that stayed with a friend or family member overnight can be reimbursed
for meals provided that the Traveler provides a signed statement as proof of
overnight stay to be exempted frorn taxable income reporting to the lRS.
Reimbursement for meals is subject to taxable income reporting without the signed
statement.

(continued on next page)
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Sumtnarv of M&lE Reimbursements w-ith Overniqht Lodqing

Selected Reim bursement on 2or3 must be used for the entire1 triP ttl

Prorated

Reimbursement Cap for

Travel Day/Conference

Provided Meal/'50-mile"

Rule Exceptbns

Exception: Full

Reimbursement

Cap for Travel

Day/Conference

Provided Meal G)

Reimbursement Cap

at Deslination

Methodology Receipts

Required

75% proration of federal

per diem amount
No Reimburse at federal

per diern amount for

destination

Option 1: Federal

Per Diem

Reirnburse actual costs

up to 75% of federal per

diem amount for

destinalion

No exceplions

allowed

Reimburse aciual

costs up lo full

federal per diem

amount for

deslination

Yes Relmburse actual

costs up lo federal per

diem amount lor

destination

Option 2: Actusl

costs capped at

federal per diem

Reimburse actual costs

up to $45 per day

Reimburse actual

costs up fo $60

per day

Reimburse actual

costs up fo $60 Per

day

Option 3: Actual

costs capped at

$60/day

Yes

(1) Traveler must use actual costs reimbursement melhodology lf the lrlp's funding soutce requires actual

receipts. Submittal of receipt for any single meal that costs more than $25 in accordance with the LAAC

does not preclude the Traveler from using the federal per diem reimbursemenl methodology

(2) Exceptions for prorated travel days will be made for full days spent at deslinalion and in transit.

Exceptions for prorated meals will be made for csnference meals that cannot accommodale medical or

ious restrictions.

(continued on next page)
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2) Reimbursement Limits - Travelwithout Avernight Lodging (One-Day Travel)

Meals reimbursements for travel that is performed within one day and does not
involve an overnight stay must be reported as taxable income in accordance with
IRS regulations. Accordingly, reimbursements will be processed from FMs bul
Departrnents will also be required to report one day meal reimbursements to the
Controller's Office at calendaryear end for adjustment to W-2 in the Payroll System
(e.9., PaySR). lnstructions will be issued every December of the year on reporting
One,Day Travel meals as taxable income.

The following appiy for reimbursement:

r Travel destination has to meetlhe "S0-mile" rule (see 1.8.6). lf destination does
not meet the "S0-mile" rule, Traveler must justify the reason for meals
reimbursemenl and obtain Department Head approval, Reimbursements far
destinations that do not meet the "5}-mile" rule should be noted as,exceptiongan
the GAETL and PES documents.

' Reimbursement cannot exceed 75 percent of the federal per diem for the
destination even if the destination per diem is less than $60 per day.

. Meals will not be reimbursed when all meals are provided by the host throughout
the day. Meal reimbursement cannot exceed 75 percent if one or two meals are
provided as part of the conference/meeting.

c Receipts are not required unless any single meal exceeds $25.
. Traveler must siqn the "One-Day Travel Meals Reimbursement - Taxable lncome

Acknowledgement" form acknowledging that helshe has been informed that the
reimbursement is taxable income, which will be reported to the lRS. The
Acknowledgement form should be attached to FMS TEX document together with
the PE$.

Note: This provision cannot be used to reimburse meal expenses for off-site
department, cornmittee, board or commission meeiings.

Gratuities for restaurant service (e.9., waiters) are included in the per diem rates (also
see Section 1.8,20 for graluity limits). The per diem rates also include incidental
expenses as defined by the IRS such as fees and tips to porters, baggage carriers,
hotel staff and staff on ships.

Transporlation between places of lodging and places where meals are iaken are no
longer included in the definition of incidental expenses (lRS Bulletin 2013-44). lf
transportation is necessary to procure meals, transportation reirnbursemeni will nol
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exceed $5 per day with receipts and Department Head approval is required. This

should be noted as an exceptio-lt an the GAETL and PES documents.

Receigts are npt requireei except whel the cost for anv sinqle meal exceeds $2$ A
accordance with LAAC or wlren Trarleler,ig requestin*reimburs.gment by the Actual

Costs Meth-qd, BeE.g"lpt reouiremenl is also continqpnt on the fundinq source for lhe
travel. lf the funding source requires receipts, Traveler must submit receipts and will

be reimbursed for actual costs but not to exceed the applicable federal per diem rate

unless the funding source/grantor specifically authorizes in writing that a different

policy shall apply.

1.8.14 Hosting While Traveling

ln addition to the lodging and meals requiremertts, the LAAC requires that food and

beverage expenses for persons other than City employees or elected officials be certified

by the Department Head as expenditures for a public purpose and necessary for the

conduct of Gity business. The LAAC also requires all City employees and elected officials

to specify the name(s) and organization(s) of the person(s) hosted and the nature of the

City business discussed.

The provisions for lodging and M&lE reimbursements also apply to persons hosted by

City officials or employees. Alcoliolic drinks are NOT reimbursable expenses. Consistenl

with federal guidelines, the LAAC provision on food and beverage is interpreied to

exclude alcoholic drinks. Further, it is the responsibility of City employees to cornply wilh

the Personnel Department policy regarding consumplion of alcoholic beverages while on

duty.

1.8,15 GroundTransPortation

The LAAC mandates that the least expensive and most practical form of public

transportatlon shall be used, taking into consideration such factors as time, availability

and personal safety or health. Whenever possible, Travelers should take advantage of

free or courtesy shuttle services offered by airports and hotels to keep costs to a

minimum. Receipt is required for reirnbursement of ground transporlation costs. Traveler

may provide credit card receipt or statement but must specify the fare and tip amounts of

the tolal charge for reimbursement. lf a receipt is not available for public transportation,

provide documentation of the fare (e.g., print the fare from the official website), Tips for

driver of taxiand shuttle are reimbursed for up to 15 percent of the fare if reflected on lhe

receipt. Tips in excess of 15 percent will nol be t'eimbttrsed.
,|:
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IRS Rule - Reimbursement without Receipt

the ground transportation receipt does not include the tip amount, the Traveler will not
reimbursed for the tip since a reimbursement thal exceeds the receipt amount may
deemed as taxable income, which creates an administrative burden for the City to

track and repo rt to the IRS

See Section l*L1-3,8 for guidance on transportation to and from restaurants,,.

1.8.16 Automobile Rental

Autornobile rental expenses are allowable if traveling by car is less expensive or more
appropriate for the efficient conduct of City business than by taxi, bus, or plane, A cosl
comparison, unless the destination is lo a county adjacent to Los Angeles {see Section
J.8.12.C;, should be provided as proof that automobile rental expenses (including
incidental costs such as parking fees) are less expensive than train, bus, taxi or plane. lf
proof cannot be provided, the Traveler must provide a written justification pre-approved
by the Department Head that clearly demonstrates the need for an automobile rental for
the efficient conduct of City business. Travelers must fill the gas tank before returning a
rental vehicle to avoid fuel surcharges. Receipls are rFquired fof rqirnFursemenl of rentql
oat d?pplinej oarkina ?ncltollgxpenses,.lf receip{s foi tollandlor parklng meter expenses
ar-e...ngt aV4ilabl-e.,- prOvi$q printoulq .frorn official web_sites, Fees for GPS are not
reimbursable expenses. Parking tickets, traffic violations or other penalties for infractions
of any law are also not reimbursable.

When traveling alone, mid-size or smaller car is the car type within policy. Travelers may
upgrade to a car type other than mid-size or smaller under any of the conditions discussed
below or for other reasons. An upgrade is considered to be an,exeqption to the policy;
therefore, Travelers shaulcl dacument the specific reasan for the upgrade and obtain
approval,

. lnsufficient space for the number of City employees traveling together;

. lnsufficient space to accommodate work-reiated equipment;
r Terrain of destination requires a type of vehicle;
. Medical necessity ii.e., driverwith disability); or,
. Upgrade is al no extra cost.

Travelers are responsible for canceling rental car reservations if no longer necessary and
documenting the cancelation in case of billing disputes.
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Automobile Rental lnsurance

ln accordance with the City of Los Angeles Risk Management Procedure Manual, the City

self-insures property losses and will neither authorize nor reimburse the cost of the

Collision Damage Waiver. As a result, if an employee were lo have an accident while

traveling on City business, the car rental companies could demand immediate payment

and could charge the amount of the loss to the employee's personal credit card to ensure

payment. The employee would be reimbursed for the expense by the City upon hislher

return, ln addition, an employee's personal auto coverage would provide prirnary

coverage if a rental vehicle is rented in the employee's own name and if the policy

provides full coverage (including comprehensive and collision) that is specifically

exiended to rental cars. Therefore, employees will not be reimbursed for rental vehicle

insurance for travel to a non-foreign country,

For foreign travel, employees should purchase that country's liability insurance (e.9., for

Mexico, it is sold at the border) frorn a reliable source if the employee's own policy does

not provide coverage. An employee should check with his or her insurance beforehand

to determine if the employee has appropriate coverage. lf coverage is not applicable, the

employee should also ask their carrier to provide appropriate coverage and limits to

purchase while on foreign travel. lf the employee does not have such coverage, the

employee will be reimbursed for the expense. Employees should document the advice

provided by their carrier on the appropriate coverage and limits to purchase in case of

questions regarding the expense amount,

1.5.17 Laundry Service

Under the LAAC, expenses for laundry service are allowable if the duration of the trip,

traveling conditions or some other special circumstances dictate, As a reference, the

federal guidelines require a rninimum of four consecutive nights lodging on official travel

to qualify for laundry service reimbursement. Ofhen4l'se, explanation should be provided

on the special circumstances requiring laundry seruice and reimbursement requires

D e p a rt m e n t H e a d gpptprc!-ALt h e e ;< I o1s-t i1t11-

1.8.18 Telephone Calls

Under the LAAC, the costs of City business telephone calls are fully reimbursable. One

personal telephone callto the employee's immediate family in the locale of the residence

of the employee is allowed if travel is in excess of three days. One such call is permitted

tr4<aa7+*?*r ,4t
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for each successive three days thereafter. For reference, a ten-minute lelephone call is
considered reasonable.

1.8.19 lnternetConnection Serviees

lf free inlernet connection service is not available lo conduct City business, the cosi is
reirnbursable with Department Head approval.

1.8.20 Gratuities

Underthe LMC, gratuities not exceeding 15 percenl are allowable where reasonabte
and customary. Fees and tips given to waiters (up to 15 percenl of the restaurant bill
exclusive of taxes), porters ($2 perbag), bell hops ($1 to 92 perbag), housekeeping ($1

to $2 per day), taxicab drivers {up to 15 percent of the fare) and other service personnel
are considered customary. Nole:.Qfgtuitie,S,to p'orters. bqll hgps and housel(sepi.ng arq
iteluded in the l.R,S-qefinilionpf "incidental expenses" and ?re thereforg included in the
M&lE limit and nol reimbursed,sen?ratelv.

Exception to exceeding the 15 percent is when there is a required gratuity and the amount
is added on the bill by the service provider (e.9., gratuity added by a restaurant for a large
pady). ln 2012, the IRS clarified the difference between a tip and service charge for tax
purposes and ruled that automatic gratuities are service charges, rather than tips.
However, a Traveler ihat chose to tip more than 15 percent of the restaurant billwill be
reimbursed only for 15 percent.

1.8.21 Reglstration, Seminar or Meeting Fees

The LAAC allows the reimbursement of registration, seminar or meeting fees where
requlred. Whenever time permits, registration fees should be paid directly to the
conference sponsor.

1.8.22 Expenses Not Specifically Set Forth in the LAAC

Other expenses not specifically set forth in the LAAC that are incurred by an employee
or an elected official are allowable where deemed necessary in lhe conduct of City
business, provided thal the reasons for such expenses have been reviewed and certified
by the Department Head as reasonable and proper and incurred in pursuit of City
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business. For example, costs of visa and/or passport are reintbursable when directly

related to City travel and approved by Deparlment Head, All reimbursernents require

receipts.

1.8.23 Non-reimbursableTravel Costs

Travel expenses that are not in compliance with City policy are the personal responsibility

of the Traveler.

Under the LAAC, the City will also not reimburse expenses of a purely personal nature,

The following are examples (not an all-inclusive lisl) of travel costs NOT reimbursable;

r Auto repairs, replacement or towage to personal vehicle when such use has been
authorized

. Parking ticket

. Traffic ticket

. Travel insurance

. Personaltelephone calls (unless in accordance with Section 1'8.18)

. Expenses for persons other than the employee, elected official or City approved
Travelers who accompanies the Traveler (e.9., companion's transportation,
lodging, and/or meals)

r Entertainment costs such as in-room movies or games
. Spa and personalgrooming services
r Fuel expenses for personal and City vehicles.

Exegption'. Traveler can be reimbursed for fueling City vehicle if unable to obtain a

temporary Voyager Card from the Department of General Services before the trip
departure date and Brovlcles receiots" However, the Departments will have to provide

justification and documentation of efforts to obtain the card before the trip date. This

should be npled as exception$ to the Travel Policy on lhe GAETL and PES documenls.

1.8.24 lnterrupted and lndirect Travel

Where there is an interruption or deviation from the direct travel route, whether for the

Traveler's personal leave or convenience, expenses allowable will not exceed those that

would have been incurred for uninterrupted travel utilizing the usual route. Travelers who

combine personal travel with business travel must identifo and pay for the personal

segment of the trip. The City will not reimburse a Traveler for expenses incurred when

the Traveler chooses to extend time at the destination for personal reasons (e.9., the

Traveler takes vacation or slays through the weekend). Traveler must provide a quote

from the air travel service provider showing the cost of the roundtrip ticket for the most
'tt4
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economical and direct travel tolfrom the business destination for the dates of oflicial
business. This quote will be used for comparison and reimbursement purposes. Traveler
must pay for lhe personal portion of the airfare expense. Hotel, car rental and parking
expenses must also be prorated, and oniy the portion relaied to City lravel will be

reimllursed.

lf a Cilyemployee becomes sickorinjured during travel, his or herfirsl responsibiliiy isto
seek compeient medicalattention, Even if the injury is not serious and treatment can wait
until the completion af the trip, the employee, when able, must notify his or her
Department Personnel Officer, who will then notify the City Workers' Compensation
Section.

1.8.25 City Contractor Travel

Travel by a City contractor shall be governed by the provisions of the contract between
the City and the contractor. ln the absence of specific provisions in the contract, the City
travel policies and procedures shallapply.

1.8.26 Non-City Employee Travel

Under certain circumslances, an individual who is not a City employee nor otherwise
compensated by the City may need to travel on behalf of the City. For example, the Cily
may request individuals from non-profit organizations to sit on interview panels to review
request for proposals. All City policies and procedures on travelwillapply lo lhe non-City
employee.

1.9.27 Personal Expense Statement and Documentation of Expenses

The LAAC requires that completed travel expense forms be forwarded to the Controller
within 30 davs of lhe conclusion of the trip. To adhere lo the LAAC requirement,
Departments should post the Personal Expense Statement (PES) in the FMS within 30

days. Form Gen. 16, Personal Expense Statement (PES) may be accessed and filled out
interactively al h.ilp://.ctr.c-i.la.ca.uslforrns.hlrtt. All expenses claimed for reimbursement
should be itemized on the PES. Note: nayment transac]ion fee$ charqed by-fAyglgl's
personal credit card p,roviders and/or payment service. providers are not reinbursable
exl-qpllolfqlgLq!.Jfa.nsaction fees fsr Citv busines,s related-e{pqnsps.(e.s", lodgilg,
meals, tra ilsnsrtatiorr ).
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'The Deparlment Head shall certify that all expenditures were incurred in pursuit of City

business. Falsification of such cerlification shall be grounds for appropriate disciplinary
action and such other sanctions provided by law.

The LAAC further requires that receipts be provided for transportation costs, lodging, and

for any single item of expenditure in excess of $25. lnternal Revenue Cade 274 requires

adequate records or sufficient evidence corroborating the Traveler's own statement to

substantiate traveling expenses and in order to determine tax liability. Sufficient evidence
must be presented as to the amount of travel expense, the time and place of the travel

and the business purpose of the expense. Deparlments should certify expenses, and

maintain copies of receipts for expenses regardless of amount when deemed necessary

in these guidelines. For grant-funded and special-funded travel, it is the Traveler's
responsibility to comply with the granUspecial fund requiremenls relative to receipt

documeniation.

Note: Completed PES and receipts submitted, electronically or otherwise, become
part of the City official travel records and the official property of the City. Therefore,
Travelers are advised to black ouUredact any personal information contained in

any documents submitted. Departments are required to maintain original support
documentation for five years.

Below are examples of acceptable docurnentation to be submitted with the completed

PES,

nessltpliel-qr-Erpe

Airlare Airfare receipt such as passenger ticket, invoice, itinerary, "e-

ticket", confirmation notjce or other documentation reflecting

the dates of travel.

Gro tt nd Tra n sporiation

Proof of payment such as credit card receipt or statement, For

"e-ticket", a screen prinl of the confirmation notice indicating

payment by credit card is acceptable.

Proof of fare and tip arnounts is required either in the form of

a receipt, credit card receipt or credit card statement. lf a
receipt is not available for public transportation, provide a

printout from the officialwebsite on the fare amounl,
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Laundry

Lodging

Meals & lncidentals

Persanal Automobile

Registration

Itemized on hotel bill or provide separate receipt from serviced
provider.

Hotel/motel invoice reflecting zero balance, or that the
balance is subject to credit card payrtrent. The invoice must
provide a breakdown of daily expenses.

When lodging rates for persons other than the Traveler are
charged, single occupancy rate documented on hotel/rnotel
letterhead must be provided.

ln accordance with the LMC Section 4.242.7, receipts for any
single meal in excess of $25 must be provided.

Receipts are required for reimbursements under Actual Costs
Method.

Traveler must submit receipts if required by the trip's funding
source (e.9., grant funds).

Receipts for meals for other than the Traveler must include
the guest(s) names and affiliated organizaiions and a

statement of the event attended or sponsored and business
discussed.

When used in-lieu of airfare, the number of miles at the current
mileage rate is reflected under the PES Miscellaneous
Expense eolumn. The total costs may nof exceed the lowest
regular fare available for regularly scheduled airlines for the
date and time of travel.

The use of a personal autornobile for travel may not be
reimbursable in cases where the Traveler receives a car
allowance or any type of vehicle subsidy from the Gity on a
regular basis.

Original or copy of the registration form, reflecting form of
payment.
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Telephone Hotel invoice and on a separate attachment, delailing the
name(s) of persons called, title(s), the affiliated department or
business, and subjects discussed. Travelers are encouraged
to consider lhe most economical option for telephone calls. ln
some cases, the use of pre-paid phone cards may be more

economical than hotel or cellular phones.

Misceltaneous Other miscellaneous expenses are reimbursable when lhey
are actual and necessary in the conducl of City business. The
expenses require review and certification by the Department
Head as reasonable and proper and incurred in pursuit of City

business. Details of the charges must be included in the
compleled PES and receipts attached,

'1.8.28 FMS Travel Expenditure (TEX) Document

To process the reimbursement of travel expenditures under FMS, a TEX document is

required. The TEX document must be submitted together with the completed PES.

1.8^29 ForeignCurrency

The PES must indicale values in US dollars (USD). lt is the Traveler's responsibility to

converi any foreign currency charges to USD. Supporting documentation for the foreign

currency conversion should be attached to the PES. The conversion date must coincide

with the date of the original receipt. Acceptable documentation includes:

r Credit card statement showing conversion of foreign-denominated expenses to
USD

. lnternet conversion of charges
i Foreign exchange receipts from money exchanges or banks showing foreign

currency conversion rates
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1.8.30 Travel Advances

The LAAC authorizes the Controller to advance the amounl of funds for travel purposes
upon certification by the Department Head that they will be incurred for City business.
Because processing travel advances is labor intensiye and may rcsult in overpayments,
departments can reduce the need for an advance by booking flights with TravelStore
when feasible, paying registration fee directly, and processing reimbursements in a timely
manner.

Employees may request a travel advance for approved travel when the estimated
expenses, excluding airfare costs and other expenses are at least $500. Depadment
Heads may approve travel advances for lesser amounts, if necessary. Travel advance
requests must be foruarded to the Controller's Office for processing. Travel advances are
generally for lodging, meals and incidentals and the advanced afn-ount is 90 percent of
the estimale, Travel advances will not be issued if request is only for the cosl of One-Day
Travel meals. Advances at 90 percent minimize instances of overpayment to Travelers.
Collection of overpaymenls creates additional work for the City and when overpayments
are not returned by the Traveler, the City must report to the IRS as taxable income to the
Traveler,

Requests for travel advance must be submitted at least ten (1 0) business davs in advance
of the beginning of the planned expenditure of funds and such request shall include the
following information :

' GAETL number
? name of Traveler
. traveling period covered

' destination
. purpose of the trip
. nature of the City business to be conducted on the trip
r proposed total eslirnated expendilure
. a statement certifying lhat lhe Traveler has no outstanding cash advance

As a matter of policy, the Controller will not accept travel advance requests more than
thirty (30) calendar days prior to commencement of travel. The travel advance will be

released to lhe Traveler no more than one week prior to travel except where advance
deposits and registralion fees are required. Advance travel checks are released by the
Controller Paymaster Section on "Will-Call" basis only,
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Travel advances musl be resolved through the submission of a completed PES within 30
days after the conclusion of the trip. A travel advance is considered delinquent if not
reso/yed within 3A days after the conclusion of travel. Travelers with a delinquent travel
advance cannot receive anoiher travel advance until the prior travel advance is resolved,

Departments should notify and remind Travelets in writing to resolve outstanding
advances until the advance is over 120 days old. However, ultimately, it is the Traveler's
responsibility to remember to resolve travel advances regardless if helshe received

reminders.

The Controller's Office will report all delinquent travei advances over 120 calendar days
old as employee income as required by the lRS. Outstanding travel advances not
accounted for wiihin 120 calendar days will be included as part of the employee's wages

on the first payroll period of the subsequent calendar quarter following lhe end ol 1?O

calendar days. This amount will be subject to income and employment taxes for the period

per IRS Publication 463. When the unresolved travel advance amount is reported in an

employee's Wage and Tax Statement willdepend on when the 120 days expires:

. Before last pay day of the calendar year * on Form W-2
r Between last pay day of the calendar year to March 31 of the following |€?I - on

Corrected Form W-2
r After March 31 of the following year - on Form W-2c

For non-City employees, IRS Form 1099-Misc will be issued per IRS Federal, State, Local

Government Taxable Fringe Benefit Guide.

R e f u n d oLT r a. )Le !_A d v a n c e s

Travelers may need to return money to the City af{er completion of travel due to excess

travel advance or disallowed travel expenses. Refund checks or money orders must be

made payable to the City of Los Angeles. Departments are responsible for depositing any

refund check immediately upon receipt by submitting a cash receipt (CR) together with

the refund check to the Office of Finance, The Traveler should attach a copy of the CR

with the Office of Finance stamp (or other receipt verification) to the completed PES.

Questions regarding the preparation and submission of CR documents should be direcled
to the Office of the Finance.

1.8.31 RelatedResources

Travel forms and additional information and materials regarding travel are available on

the Controller website under Dr:narirlrr:lrts atGuides to
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h$p;dctr:ci.!q,cA,us/qulg!.estgdepts.htnr. Questions regarding "Will-Call policies and
procedures should be directed to the Paymaster Section (see Controller Directory in
Cityfone). Questions regarrding this Policy should be directed to the Controller's Demand
Audit Section.
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MONTHLY SUBCONSULTANT MONITORING REPORT

lnstructions: Please indicate the SBEA/SBE/MBE/WBFJOBE/DBE participation levels achieved for the month of overed by the referenced
contract number-

Cicntract No. Division Contractor Administrator

Coniractor 'Groug Coniract Title/Proiec{

cnnlract i\morrnt Sta( Date End Date

Tot3l Amount lnvoiced to Date

.38[ N4andatec Fanrci SBE

Prcr.:secl Subconiractor Percentaoe l'48E $JBf OBE DVBE

ACTUALS

1i

2

c

[!i.ljjer:
ilil::;i Fic':o,tiri percglaq:l: C:iq:;li Frcpcsel-r P\.jrcenlage oi Tolai Cont'act Amouni

^ii'ifii li;ii tr laie Percerii:;e: Fercerliage c; Tci;:l Ancrrnt icvciced ti; Caie

:$i:i.:aili.,\rn.rijrtl per-ientage: le:cerie3ri PaiC lo Dat: er Ti:tsl Cc!"!iraci Anouni

i 1.. ^ -,:,.:j' .llr. rt.:;1f;::r-rL:\.ii -1i

j,,it'lc r l l

Arncuit Part

:) D6iF

Pijiceniallg
Arnouni Paid to Date

PROPOSED

Odginal
Propcsed

PelsmleEe

Qriginal Proposed
Amount

GouP
sBE r'SS9VBEr^€SOEEOVType of Work PerformedName of Subccntractor

J

+
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EXHIBIT D

BUSTNESS TAX REGTSTRATTON CERTTFICATE (BTRC) NUMBER

The City of Los Angeles Office of Finance requires allfirms that engage in any business
activity within the City of Los Angeles to pay City business taxes, Each firm or
individual (other than a nrunicipal enrployee) is required to obtain the necessary
Business Tax Registration Certification (BTRC) and pay business tax. (Los Angeles
Municipal Code Section 21.09 et seq.)

Allfirms and individuals that do business with the City of Los Angeles will be required to
provide a BTRC number or an exemption nurnber as proof of compliance with Los
Angeles City business tax requirements in order to receive payment for goods or
services. Beginning October 14, 1987, payments for goods or services will be withheld
unless proof of tax compliance is provided to the City.

The Tax and Permit Division of Los Angeles Office of Finance has the sole authority to
determine whether a firm is covered by business tax requirements. Those firms not
required to pay will be given an exemption number.

lf you do NOT have a BTRC number contact the Tax and Permit Division at the office
lisied below, or log on to http/finalcs,lacityiprg/buslhes*taxtinfgmfltipn-taq to
download the business tax registration application.

MAIN OFFICE

LA City Hall 201 N. Main Street, Rm. 101 (844) 663-4411



EXHIBIT E . AFFIRMATIVE N PROGRAM PROVISIONS

Sec. 10.8.4 Affirmative Action Program Provisions'

Every non-construction contract with or on behalf of the City of Los Angeles for which the
consideration is $100,000 or more and every construction contract with or on behalf of the

City of Los Angeles for which the consideration is $5,000 or more shall contain the

following provisions which shall be designated as the AFFIRMATIVE ACTION PROGRAM
provisions of such contract:

A. During the performance of City contract, the contractor certifies and represents that
the contractor and each subcontractor hereunder will adhere to an affirmative action
program to ensure that in its employmeni practices, persons are employed and

employees are treated equally and without regard to or because of race, religion,
ancestry, national origin, sex, sexual orientation, age, disability, marital status,
domestic partner status, or medical condition'

This provision applies to work or services performed or materials
manufactured or assembled in the United States.

B,

2. Nothing in this section shall require or prohibit the establishment of new
classifications of employees in any given craft, work or service category.

3. The contractor shall post a copy of Paragraph A hereof in conspicuous
places at its place of business available to ernployees and applicants for
employment.

The contractor will, in all solicitations or advertisements for employees placed by or
on behalf of the contractor, state that all qualified applicants will receive
consideration for employment without regard to their race, religion, ancestry,
national origin, sex, sexual orientation, age, disability, marital status, domestic
partner status, or medical condition,

As part of the City's supplier registration process, and/or at the request of the
awarding authority or the Office of Contract Compliance, the contractor shall certify
on an electronic or hard copy form to be supplied, that the contractor has not
discriminated in the performance of City contracts against any employee or

applicant for employment on the basis or because of race, religion, ancestry,
national origin, sex, sexual orientation, age, disability, rnarital status, domestic
partner status, or medical condition.

The contractor shall permit access to and may be required to provide certified
copies of all of its records pertaining to employment and to its employment practices
by the awarding authority or the Office of Contract Compliance, for the purpose of
investigation to ascedain compliance with the Affirmative Action Program provisions
of City contracts, and on their or either of their request to provide evidence that ii
has or will comply tlrerewith.

c.
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E The failure of any contractor to comply with the Affirmative Action Program
provisions of City contracts may be deemed to be a material breach of contract,
Such failure shall only be estal:lished upon a finding to that effect by the awarding
authority, on the basis of its own investigation or that of the Board of Public Works,
Office of Contract Compliance. No such finding shall be made except upon a full
and fair hearing after notice and an opportunity to be hcard has been given to the
contractor.

Upon a finding duly made that the contractor has breached the Affirmative Action
Program provisions of a City contract, the contract may be'forthwith cancelled,
terminated or suspended, in whole or in pafi, by the awarding authority, and all
monies due or to become due hereunder may be fonvarded to and retained by the
City of Los Angeles. ln addition thereto, such breach may be the basis for a
determination by the awarding authority or the Board of Public Works that the said
contractor is an irresponsible bidder or proposer pursuant to the provisions of
Section 371 of the Los Angeles City Charter. ln the event of such determination,
such contractor shall be disqualified from being awarded a contract with the City of
Los Angeles for a period of two years, or until he or she shall establish and carry out
a program in conformance with the provisions hereof.

ln the event of a finding by the Fair Employment and Housing Commission of the
State of California, or the Board of Public Works of the City of Los Angeles, or any
court of competent jurisdiction, that the contractor has been guilty of a willful
violation of the California Fair Employment and Housing Act, or the Affirmative
Action Program provisions of a City contract, there may be deducted from the
amount payable to the contractor by the City of Los Angeles under the contract, a
penalty of TEN DOLLARS ($10,00) for each person for each calendar day on which
such person was discriminated against in violation of the provisions of a City
contract.

Notwithstanding any other provisions of a City contract, the City of Los Angeles
shall have any and all other rernedies at law or in equity for any breach hereof.

The Public Works Board of Commissioners shall promulgate rules and regulations
through the Office of Contract Compliance and provide to the awarding authorities
electronic and hard copy forms for the implementation of the Affirmative Action
Program provisions of City contracts, and rules and regulations and forms shall, so
far as practicable, be similar to those adopted in applicable Federal Executive
Orders. No other rules, regulations or forms rnay be used by an awarding authority
of the City to accomplish ihis contract compliance program.

Nothing contained in City contracts shall be construed in any manner so as to
require or permit any act which is prohibited by law.

The Contractor shall submit an Affrrmative Action Plan which shall meet the
requirements of this chapter at the time it submits its bid or proposal or at the time it
registers to do business with the City. The plan shall be subject to approval by the

F
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Office of Contract Cornpliance prior to award of the contract. The awarding
authority may also require contractors and suppliers to take part in a pre-

registration, pre-bid, pre-proposal, or pre-award conference in order to develop,
improve or implement a qualifying Affirmative Action Plan. Affirmative Action

Programs developed pursuant to this section shall be effective for a peribd of twelve

months from the date of approval by the Office of Contract Compliance, ln case of
prior submission of a plan, the contractor may subrnit documentation that it has an

Affirmative Action Plan approved by the Office of Contract Compliance within the
previous twelve months. lf the approval is 30 days or less from expiration, the

contractor must submit a new Plan to the Office of Contract Compliance and lhat
Plan must be approved before the contract is awarded'

1,, Every contract of $5,000 or more which may provide construction, demolition,
renovation, conservation or major maintenance of any kind shall in addition
comply with the requirernents of Section 10.13 of the Los Angeles
Administrative Code.

Z. A contractor may establish and adopt as its own Affirmative Action Plan, by

affixing his or her signature thereto, an Affirmative Action Plan prepared and

furnished by the Office of Contract Compliance, or it may prepare and submit
its own Plan for approval.

The Office of Contract Compliance shall annually supply the awarding authorities of
the City with a list of contractors and suppliers who have developed Affirmative
Action Programs. For each contractor and supplier the Office of Contract
Compliance shall state the date the approval expires. The Office of Coniract
Compliance shall not withdraw its approval for any Affirmaiive Action Plan or
change the Affirmative Action Plan after the date of contract award for the entire
contrict term without the mutual agreement of the awarding authority and the

contractor.

The Affirmative Action Plan required to be submitted hereunder and the pre-
registration, pre-bid, pre-proposal or pre-award conference which may be required

by the Board of Public Works, Office of Contract Compliance or the awarding
airthority shall, without limitation as to the subject or nature of employment activity,
be concerned with such employment practices as:

Apprenticeship where approved programs are functioning, and other on-the-
job training for non-apprenticeable occupations;

Classroom preparation for the job when not apprenticeable;

Pre-apprenticeship education and preparation;

Upgrading training and opportunities;

M
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5 Encouraging the use of contractors, subcontractors and suppliers of all racial
and ethnic groups, provided, however, that any contract subject to this
ordinance shall require the contractor, subcontractor or supplier to provide
not less than the prevailing wage, working conditions and practices generally
observed in private industries in the contractor's, subcontractor's or supplier's
geograplrical area for such work;

6 The entry of qualified women, minority and all other journeymen into the
industry; and

7. The provision of needed supplies or job conditions to permit persons with
disabilities to be employed, and minimize the impact of any disability.

Any adjustments which may be made in the contractor's or supplier's workforce to
achieve the requirements of the City's Affirmative Action Contract Compliance
Program in purchasing and construction shall be accomplished by either an
increase in the size of the workforce or replacement of those employees who leave
the workforce by reason of resignation, retirement or death and not by termination,
layoff, demotion or change in grade.

Affirmative Action Agreements resulting from the proposed Affirrnative Action Plan
or the pre-registration, pre-bid, pre-proposal or pre-award conferences shall not be
confidential and may be publicized by the contractor at his or her discretion.
Approved Affirmative Action Agreements become the property of the City and may
be used at the discretion of the City in its Contract Cornpliance Affirmative Action
Program.

This ordinance shall not confer upon the City of Los Angeles or any Agency, Board
or Commission thereof any power not othenruise provided by law to determine the
legality of any existing collective bargaining agreemeni and shall have application
only to discriminatory employment practices by contractors or suppliers engaged in

the performance of City contracts.

All contractors subject to the provisions of this section shall include a like provision
in all subcontracts awarded for work to be performed under the contract with the
City and shall impose the same obligations, including but not limited to filing and
reporting obligations, on the subcontractors as are applicable to the contractor.
Failure of the contractor to comply with this requirement or to obtain the compliance
of its subcontractors with all such obligations shall subject the contractor to the
imposition of any and all sanctions allowed by law, including but not limited to
termination of the contractor's contract with the City.
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EXHIBIT F

(1) SMALL/V R L BUSINESS OGRAM

(2) LOC,A,L BUSINES S PREFERENCE PROGRAM

(1'I SMALL/VERY SMALL B TJSINESS ENTERPR PROGRAM

The Harbor Depadment is committed to creating an environmerrt that provides all individuals and businesses

open access to the business opportunities available at the Harbor Departrnent in a manner that reflecis the

cliversity of the City of Los Angeles. The Harbor Department's Small Business Enterprise (SBE) Program was

created to provide additional opportunities for small businesses to participate in professional service and

construction contracts. An overall Departmenl goal of 25o/o SBE participation, including 5% Very Small

Business Enterprise (VSBE) participation, has been established for the Program. The specific goal or

requirement for each contract opporlunity may be higher or lower based on the scope of work.

It is the irolicy of the Harbor Department to sclicit pariicipation in the performance of .all service contracls by all

indivi<Juals ancl businesses, inclurJing, but not lirnited to, $BEs, VSBEs, women-owned business enterprises

(WElFs), nrilrority,ownecl br.rsirress enterprises (MEEs), and disatrled vetsran busitross entel'prises {DVREs)'
fne Sgf prclgranr allows the Harbor Department to target sfiall business participatiun, inclutling M[38s,

WBEs, ancl DVBEs, more effectively, lt is the intent of the Harbor Deparlrnent to make it eagier for snrall

businesses to participate in contracfs by providing education and assistance on how to do business with the

City, and ensLriing thnt payments to snrall busirre$ees ars procossed in a timely manner, ln orcler to ensure

the highest partilipntion of $BE/VSBE/MgEMBE/DVBEs, all proposers, shall utillze the clty's contracts

manaiem*nt ancl opportunities database, the Los Angelas 'Buslness Assistattce Virtual Networlc

(LABAVN), at !:!lt):{ww!gJsbgvn:gJg, to outreach to potential subconsultants.

The Harbor Department defines a SBE as an independently owned and operated business that is not dorninant

in its field and meets criteria set forth by the Small Business Administration in Title 13, Code of Federal

Regulations, Part 121. Go to vrnryw.sba,gov for more information. The Harbor Department defines a VSBE

based on the State of California's Micro-business definition which is 1) a small business that has average

annual gross receipts of $3,500,000 or less within the previous three years, or (2) a small business

manufacturer with 25 or fewer employees.

The SBE Program is a results-oriented program, requiring consultants who receive contracts from the Harbor

Department to perform outreach and utilize certified small businesses. Based on the work to be performed,

it has been determined that the percentage of small business participation will be 0%, including 
-7oVSBE participation. The North American lndustry Classification System (NAICS) Code for the scope of

services is This NAICS Code is the industry code that corresponds to at least 51% of the scope of

services and will be used to determine the size standard for SBE parlicipation of the Prime Consultant, The

maximum SBE size standard for this NAICS Code is $-,* million,

Consultant shall be responsible for determining the SBE status of its subconsullants for purposes of meeting

the small business requirement. Subconsultants musi qualify as an SBE based on the type of services lhal

they will be performing under the Agreement. All business participation will be determined by the percentage

of the total amount of iompensation under the agreement paid to SBEs. The Consultant shall not substitute an

SBE firm without obtaining prior approval of the City. A request for substitution must be based upon

clemonstrated good cause. lf substitution is permitted, Consultant shall endeavor to make an in-kind

substitution for the substituted SBE.

Consultant shall complete, sign, and submit as part of the executed agreement the attached Affidavit and

Consultant Description Form, The Affidavit and Consultant Description Form, when signed, will signi{y the

Consultant's inteni to comply with the SBE requirement. All SBE/VSBE firms rnust be certified by the time

proposals are due to receive credit. ln addition all consultants and subconsultants must be registered on the

LABAVN by the tirre proposals are due.
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The Harbor Department is committed to maximizing opportunities for local and regional businesses, as well as
encouraging local and regional businesses to locate and operate within the Southern California region. lt is the
policy of the Harbor Department to supporl an increase in local and regional jobs. The Harbor Depaflment's
Local Business Preference Program (LBPP) aims to benefit lhe Southern California region by increasing jobs

and expenditures within the local and regional private sector.

Consultants who qualify as a Local Business Enterprise {LBE) will receive an B% preference on any proposal
for iervices valued in excess of $150,000. The preference will be applied by adding B% of the total possible
evaluation points to the Consultant's score. Consultants who do not qualify as a LBE may receive a maximum
5% preference for identifying and utilizing LBE subconsultants. Consultants may receive 1% preference, up to
a maxirnum ol 5o/o, for every 10% of or portion thereof, of work that is subcontracted to a LBE. LBE
subconsultant preferences will be determined by the percentage of the total amount of compensation proposed
under the Agreement.

The Harbor Department defines a LBE as;

(a) A business headquailered within Los Angeles, Orange, ltriverside, San Bernardino, or Ventura
Counties, Headquarlered .shall mean that the business physically conducts and manages all of its
operations from a location in the above-named counties; or

(b) A business that has at least 50 full-time employees, or 25 full-time employees for specialty marine
contracting firms, working in Los Angeles, Orange, Riverside, San Bernardino, or Ventura Counties.

ln order for Harbor Department statf to determine the appropriate LBE preference, Consultant shall complete,
sign, notarize (where applicable) and submit the attached Aftidavit and Consultant Description Forrn. The
Affidavit and Consultant Description Form will signify the LBE status of the Consultant and subconsultants.

ln the event of Consultant's noncompliance during the performance of the Agreement, Consultant shall be

considered in material breach of contract. ln addition to any other rernedy available to City under this
Agreement or by operation of law, the City may withhold invoice payments to Consultant until noncompliance is

corrected, and assess the costs of City's audit of books and records of Consultant and its subconsultants, ln

the event the Consullant falsifies or misrepresents information contained in any form or other willful
noncompliance as determined by City, City may disqualify the Consultant from participation in City contracls for
a period of up to five (5) years.
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AFFIDAVIT OF COMPANY STATUS

,'The undersigned declares under penalty of perjury pursuant to the laws of the State of California that the following

information and information contained on the attached Consultant Description Form is true and correct and includes

all material information necessary to identify and explain the operations of

fir-rofi+y J. €tutll <.
c)12 €7a/z

Name of Firm

as well as the ownership and location thereof. Further, the undersigned agrees to provide complete and accurate

information regarding ownership in lhe named firrn, and all of its domestic and foreign affiliates, any proposed changes

of the ownership and to permit the audit and examination ol firm ownership documents, and the ownership documents

of all of lts domestic and foreign affiliates, in association with this agreement,"

(1) Small/Very Small Business Enterprise Program: Please indicate the ownership of your company. Please check

all that apply, At least one box must be checked:

Essr trvsnr lrrlsr nweg nPvsr loer
A Small Business Enterprise (SBE) is an independently owned and operated business that is not dominanl in its field

and meets criteria set forth by ihe Srnall Business Administration in Title 13, Code of Federal Regulations, Part,121,

A Very Small Business Enterprise {VSBE) is 1) a small business that has average annual gross receipts of $3,500,000

or less within the previous three years, or (2) a small business manufacturer with 25 or fewer employees'

A Mlnority Business Enterprise {MBE) is defined as a business in which a minority owns and controls at least 510/o o{

lhe business, A Woman Business {WBE) is defined as a business in which a woman owns and controls at least 51o/o of

the business. For the purpose of this, project, a minority includes:

(1) Black (all persons having origins in any of the Black Alrican racial groups not of Hispanic origin);

(?) Hispanic {all persons of Mexican, Puerlo Rican, Guban, Central or South American or other Spanish Culture or

origin, regardless of race);

(3) Asian and pacific lslander (all persons having origins in any of the original peoples of the Far Easl, Southeast

Asia, The lndian Subcontinent, orihe Pacific lslands); and

(4) American lndian or Alaskan Native (all persons having origins in any of the original peoples of North America

and maintaining identifiable tribal affiliations through membership and parlicipation or community identification),

A Disabled Veteran Business Enterprise {DVBE) is defined as a business ln which a disabled veteran owns at least

51% ofthe business, and the daily business operations are managed and controlled by one or more disabled veterans,

An OBE (Other Business Enterprise) is any enterprise that is neither an SBE, VSBE, MBE, WBE, or DVBE,

t
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(2) Local Business Preference Program: Please indicate the Local Business Enterprise status of your company.

only one box must be checked: .EieE 
[Non-LBE

' A Local Business Enterprise (LBE) is; (a) a business headquarlered within Los Angeles, 0range, Riverside, San

Bernardino, or Ventura Counties; or (b) a business that has at least 50 full-time employees, or 25 full-tlme ernployees

for specialty marine contracting flrms, working in Los Angeles, Orange, Riverside, San Bernardino, or Ventura Counties,

"Headquartered" shall mean that the business physically conducts and manages all of its operalions from a localion in

the above-named counlies,

r, A Non-LBE is any business that does nol meet the definition of a LBE,

Title:

Printed Na Date Sig
z/z-/r 
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Consultant DescriPtion Form

PRlME CONSULTANT:

Contract Title ftt-"itsut"t t+,{ (tvrLuca^J TH L{ tt rr ui toS ltvtt'!.r:f ;7 rro;)ry-f, & te 7
7rt,:f7"/ '.f' ilttt.'y' LABAVN tD#:Business Name

Award Total: $

Owner's Ethnicity: W Gender fvl

Local Business Enterprise', YES t' NO_ (Check only one)

(Circle all that applY)

Prinrary NAlCSCocJe:-AverageThreeYearGrossRevenue:$ (j"

Address: 7 ? z 7 1 t)e.*r^" -SzTzawr

City/State/Zip: ,'t* N/6-L./ Cn Qza
County: )na-+rog
Telephone: ftfq\ 2?J -t'1 7tl FAJ,: ( /L/+l 7t>

Contact Personffitle: tao

EmailAddress: 11 rl 2 1.7 (,r

SUBCONSULTANT:

Business Name: LABAVN ID#;

Award Total: (% or $):-
Services to be provided; . , - *

owner,sEihnicily:-Gender-Group:$3E.VsBe*uglr-jvBg*pVgg.*ggE.(Circleallthatapply)
Local Business Enterprise; YES- NO- (Check only one)

PrimaryNAlCSCode:-AverageThreeYearGrossRevenue:
Address;

City/$tatelZip: -

County:

Telephone: ( )

Contact Person/Tllle: r J
EmailAddress:. : , -,
SUBCONSULTANT:

Business Name: LABAVN ID#

Award Total: (% or $):-
Services to be provided:

owner's Ethnicity: ! r Gender Group: 8.8!: VSBE MBE- wB-E OVBE QEE (Circle all that apply)

Local Business Enterprise: YES- NO.- (Check ohly one)

Primary NAICS Code Average Three Year Gross Revenue:

Telephone: ( ) FAX: ( )

Contact Person/Title;

Email address: --*-.---..*

Address;

Citylstate/Zip: 

-

County:



Corrsultant Description Form

SUBCONSULTANT:

Business Name: .-*..--- LABAVN lD#:

Award Total: {% or $)

Services to be provided

Owner's Ethnicity: Gender Group: SBE VS8E MBE *!yg[- QU"8l;_().118 (Circle allthat apply)

Local Business Enterprise: YfS-- NO_ {Chccl< only onc)

Primary NAICS Code:

Address:

Average Three Year Gross Revenue: $_-*___

City/State/Zip

Telephone: ( ) FAX:(

Contact Personffitle:

EmailAddress:

SUBCONSULTANT:

Business Name: LABAVN lD#

Award Total: (% or $):

Services to be providedr

Owner's Ethnicity: - Gender 

- 

Group: $BE. VSBE MBE WBE DYBE .OB-E (Circle all that apply)

Local Business Enterprise: YES_ NO_ (Check only one)

PrimaryNAlcsCode:-AverageThreeYearGrossRevenue:

County: #
)

Address:

City/StatelZip

County:

FAX: ( )

Tefephone: ( ) FAX: ( )

Contact Personffitle:

EmailAddress:

SUBCONSULTANTI

Business Name: LABAVN ID#:

Award Totat: {% or $)t__
Services to be providedi . . *.
Owner's Ethnicity:

Local Business Enterprise: YES_ NO_ (Check only one)

PrimaryNAlCSCode:-AverageThreeYearGrossRevenue: q

Address;

City/State/Zip:

County:

Telephone: ( )

Contact Person/Title:

Email address



EXHIBIT G

Sec. 10.8,2.1. Equal Benefits Ordinance.

Discrimination in the provision of employee benefits between employees
with domestic partners and employees with spouses results in unequal pay for
equalwork, Los Angeles law prohibits entities doing business with the City from

discriminating in employment practices based on marital status and/or sexual
orientation. The City's departments and contracting agents are required to place

in all City contracts a provision that the company choosing to do business with

the City agrees to comply with the City's nondiscrimination laws.

It is the City's intent, through the contracting practices outlined in this
Ordinance, to assure that those companies wanting to do business with the City

will equalize the total compensation between similarly situated ernployees with

spouses and with dornestic partners. The provisions of this Ordinance are

designed to ensure that the City's contractors will maintain a competitive
advantage in recruiting and retaining capable employees, thereby improving the

quality of the goods and services the City and its people receive, and ensuring
protection of the City's property.

(c) Equal Benefits Requirements-

(1) No Awarding Authority of the eity shall execute or amend any
Contract with any Contractor that discriminates in the provision of Benefits
between employees with spouses and employees with Domestic Partners,
between spouses of employees and Domestic Partners of employees, and 

-
between dependents and family members of spouses and dependents and family

members of Domestic Partners.

(2) A Contractor must permit acoess to, and upon request, must
provide certified copies of all of its records pertaining to its Benefits policies and

its employrnent policies and practices to the DAA, for the purpose of investigation
or to ascertain compliance with the Equal Benefits Ordinance.

(3) A Contractor must post a copy of the following statement in

conspicuous places at its place gf business available to employees and

applicants foi employment: "During the performance of a Contract with the City of

Los Angeles, the Contractor will provide equal benefits to its employees with

spouses and its employees with domestic partners." The posted statement must

aiso include a City contact telephone number which will be provided each
Contractor when the Contract is executed'

(4) A Contractor must not set up or use its contracting entity fonthe
purpose of evading the requirements imposed by the Equal Benefits Ordinance.

1



(d) Other Oplions for Compliance. Provided that the Contractor does
not discriminate in the provision of Benefits, a Contractor may also comply with
the Equal Benefits Ordinance in the following ways:

(1) A Contractor may provide an employee with the Cash Equivalent
only if the DAA determines that either:

a. The Contractor has made a reasonable, yet unsuccessful effort to
provide Equal Benefitsl or

b. Under the circumstances, it would be unreasonable lo require the
Contractor to provide Benefits to the Domestic Partner (or spouse, if applicable)

(2) Allow each employee to designate a legally domiciled member of
the employee's household as being eligible for spousalequivalent Benefits.

(3) Provide Benefits neither to employees'spouses nor to employees'
Domestic Partners.

(e) Applicability

(1) Unless othenruise exempt, a Contractor is subject to and shall
comply with all applicable provisions of the Equal Benefits Ordinance.

(2) The requirements of the Equal Benefits Ordinance shall apply to a
Contractor's operations as followsr

a. A Contractor's operations located within the City limits, regardless
of whether there are employees at those locations performing work on the
Contract.

b. A Contractor's operations on real property located outside of the
City limits if the property is owned by the City or the City has a right to occupy the
property, and if the Contractor's presence at or on that property is connected to a
Contract with the City.

c. The Contractor's employees located elsewhere in the United States
but outside of the City limits if those employees are performing work on the City
Contract.

(3) The requirements of the Equal Benefits Ordinance do not apply to
collective bargaining agreements ("CBA") in effect prior to January 1, 2000. The
Contractor must agree to propose to its union that the requirements of the Equal
Benefits Ordinance be incorporated into its CBA upon amendment, extension, or
other rnodification of a CBA occurring after January 1, 2000.

nL



(0 Mandatory Contract Provisions Pertaining to Equal Benefits.

Unless otheruvise exempted, every Contract shall contain language that obligates
the Contractor to comply with the applicable provisions of the Equal Benefits

Ordinance. The language shall include provisions for the following:

(1) During the performance of the Contract, the Gontractor certifies and

represents that the Contractor will comply with the Equal Banefits Ordinance.

(2) The failure of the Contractor to comply with the Equal Benefits
Ordinance will be deemed to be a material breach of the Contract by the
Awarding Authority.

, (3) lf the Contractor fails to comply with the Equal Benefits Ordinance

the Awarding Authority may cancel, terminate or suspend the Contract, in whole

or in part, anC atl monies due or to become due under the Contract may be

retained by the City. The City may also pursue any and all other remedies at law

or in equity for anY breach.

(4) Failure to comply with the Equal Benefits Ordinance may be used

as evidence against the Contractor in actions taken pursuant to the provisions of
Los Angeles Administrative Code Seciion 10.40, et seq., Contractor
Responsibility O rdinance.

(5) lf the DAA determines that a Contractor has set up or used its
Conkacting entity for the purpose of evading the intent of the Equal Benefits
Ordinance, the Awarding Authority may terminate the Contract on behalf of the

City. Violation of this provision may be used as evidence against the Contractor

in actions taken pursuant to the proVisions of Los Angeles Adrninistrative Code

Section 10.40, et seq., Contractor Responsibility Ordinance'

e



HARBOR DEPARTMENT
CoNTRACTS AND pURCHAStNc D|V|SON (CpD)

APPROVAL OF FINAL AGREEMENT

ProJect Tltle: PORT POLICE, HOMELAND SECURITY & lT DEVELOPMENT PROJECTS

Orlglnatlng Division: PORT POLICE

Extension:3307

Contrrct Admlnlatrator: R. GRANT

Typeof Agreement: BOHC
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GREEN SHEET COMPLETED AND SIGNED

INSURANCE ASSESSMENT

SELECTION COMMITTEE MEMBERS LIST PROVIDED

CONFLICT OF INTEREST STATEMENTS FROM ALL MEMBERS

MEMO TO MOVE FORWARD SIGNED BY SENIOR MANAGER

1022 DETERMINATION FORM/ PROCESS PROPERLY COMPLETED

UNION NOTIFICATION REQUIREMENT MET

RFP. RFQ, ETC REVIEWED AND RELEASED BY CPDICITY ATTORNEY

SELECTION PROCESS COMPLETED IN ACCORDANCE WITH RFP

REQUIRED INSURANCE IN PLACE

BTRC NUMBER OR EXEMPTICIN NUMBER OBTAINED

CONTRACTOR AND ALL SUBS ARE REGISTERED WITH LABAVN
(REGTSTRATTON CONFTRMATTON ON FILE)

SMALWERY SMALL BUSINESS ENTERPRISE PROGRAM REQUIREMENT
ADDRESSED

AFFIDAVIT AND CONSULTANT DESCRIPTION FORMS PROPERLY
COMPLETED AND SIGNED

SBEA/SBE VERIFICATION

IS ANY PORTION OF THE ANTICIPATED DOLLAR AMOUNT REIMBURSABLE
BY A FEDERAL, STATE, OR LOCAL GRANT OR FOUNDATION?

DE BARMENT VERIFICATION

USE ONLY:
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tq
w

Revlewed by
ASING DIV {tu

gdtt
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Verllled by:




