
P-501 Checklist Instructions
This information corresponds to the questions on the Checklist.  Some of those questions need no explanation or instructions, and so do not have corresponding paragraphs here.  Thus, there are gaps in the paragraph numbering on the checklist and in ¶2 below.
At the end of these instructions is a table showing the P-501’s section headings and indicating if hidden text or visible instructions apply to each section.

1.
The Request-for-Proposal process


Departments must conduct an informal solicitation process for contracts over $10,000 but less than $29,000and a formal RFP process for contracts of $29,000 or more.  If the contracts include the use of federal, state or special funds, then the model contract should be modified to include any special requirements imposed by the funder.  Pursuant to Chapter 14B, apply rating discount for professional services contracts of $10,000 or more.  Obtain a waiver from HRC and OCA for a sole source if applicable.  Obtain HRC’s review of the RFP package if there is one.

2.
Fill in the blanks


e.
Invoice payment date in “Compensation,” §4



Supply the day of the month by which the City will pay invoices, and the day of the previous month through which services will be billed on the next invoice.


f.
Insurance, §9



Insurance is required in almost every services contract.  §9 describes the types of insurance and coverage amount for each type.  Insurance should not be modified unless you obtain an approval from the Risk Manager.  The contractor’s insurance agency must send you a Certificate of Insurance and an endorsement, documenting the coverage specified in the contract and naming the City as an additional insured.  The coverage amounts in the certificate must match those in §9.  In most Certificates, if the insurance is canceled the insurer will “endeavor to” notify the additional insured (which is the City) when the insurance is canceled.  Please try to have the insurance company agree to delete “endeavor to” in the certificate.  



If you have questions on insurance, please call the City Risk Manager at 554-6278.


j.
Notices to the Parties, §17



All contracts must contain the names or titles and addresses of contact people for all correspondence relating to the contract for both the City and the Contractor. 

3.
Required information in the Appendices


For Appendices A and B, the description of services, deliverables, schedule, and method of calculation of charges must be detailed and complete, such that someone unfamiliar with the contract would know what work was to be done and how the cost to the City is broken down (hours or monthly rates, flat fee, charges for actual expenses, travel or use of Contractor's equipment, etc.) from reading the applicable appendix.  In particular, App. B should ensure that there are no surprises about how much the City will be charged.


a.
Appendix A, Services to be provided



Include Appendix A, or an attachment, to describe the services, deliverables, and schedule the contractor will perform.  The paragraphs on Reports and Dept. Liaison are recommended, but not required. 


b.
Appendix B, Calculation of charges


Include a description of how the contractor will calculate the charges the City will pay.  OCA recommends this be done in App. B.  In the alternative, it could be done in the same attachment to Appendix A that describes the contractor's services, deliverables, and schedule.  

c.
Copies of appendices and attachments


Each original of the contract must have both appendices and any other attachments. 

4.
Checking the vendor's Chapter 12B, Business Tax, and Chapter 14B status

Please take care of these three areas before submitting the contract.  If you do not and if OCA finds a problem, it will cause delays because the compliance here is mandatory. 


Departments can check a vendor’s status on Screen 9560 in FAMIS Purchasing.

5.
FAMIS Purchasing screen prints


If you create a Departmental Blanket, attach a screen print of screen 2342.  If you create a Direct Purchase Order, then attach a screen print of screen 2360.  Please also attach a screen print of screen 9560.

6.
Department contact and routing information


The department contact information must be completed and signed.


The contract must be approved by the Civil Service Commission (see requirement under 3b on the Checklist) before anyone signs.  Obtain authorization from your department’s commission if required.  After the contract is completed, the contractor should sign the contract first.  Your department head (or designee) should sign second.  Then send the contract to the City Attorney, and allow turnaround of 5 working days.  Submit three originals of the contract, its appendices, and any attachments.  Submit only one copy of the insurance certificate and endorsement.  Purchasing review and signs the contract last. 
7.
Sections in the contract

This table lists all sections and other parts of the P-501, and indicates whether hidden text or visible instructions apply to them.  Be sure to delete the hidden text before you share the draft contract with the vendor, and delete the instructions as you finalize the contract.
	Section
	Title
	Hidden text?
	Instructions?

	
	
	
	

	
	before Introductory paragraph
	●
	 

	
	Introductory paragraph
	
	●

	
	Recitals
	
	●

	1.
	Term
	
	●

	2
	Fiscal Limitations.
	
	

	3
	Services.  
	
	

	4
	Compensation.  
	
	●

	5
	Invoices. 
	
	

	6
	False Claims
	
	

	7
	Taxes
	
	

	8
	Independent Contractor; Payment of Taxes and Other Expenses.  
	
	

	9
	Insurance.
	●
	●

	10
	Indemnification
	
	

	11
	Liability of City
	
	

	12
	Default
	
	

	13
	Remedies
	
	

	14
	Termination for Convenience
	
	

	15
	Conflict of Interest
	
	

	16
	Confidentiality
	
	

	17
	Notices
	
	●

	18
	Ownership of Results
	
	

	19
	Works for Hire
	
	

	20
	Audit
	
	

	21
	No Employees; No Assignment or Subcontracting
	
	

	22
	Limitations on Contributions
	
	

	23
	Nondiscrimination
	
	

	24
	MacBride Principles—Northern Ireland
	
	

	25
	Tropical Hardwood and Virgin Redwood Ban
	
	

	26
	Drug-Free Workplace
	
	

	27
	Resource Conservation
	
	

	28
	Sunshine Ordinance
	
	

	29
	 Prohibition on Political Activity with City Funds
	
	

	30
	Preservative-treated Wood Containing Arsenic
	
	

	31
	Supervision of Minors
	●
	

	32
	No Waiver
	
	

	33
	Modifications
	
	

	34
	Administrative Remedy
	
	

	35
	California Law; Venue
	
	

	36
	Construction
	
	

	37
	Entire Agreement
	
	

	38
	Compliance with Laws
	
	

	39
	Severability
	
	

	40
	Rights and Duties Upon Termination or Expiration.  
	
	

	41
	Protection of Private Information
	
	

	42
	Graffiti Removal
	
	

	43
	Food Service Waste Reduction Requirements
	
	

	44
	Slavery Era Disclosure.
	●
	

	
	Signature page
	
	●

	Appendix A
	Services to be Provided by Contractor
	
	●

	Appendix B
	Calculation of Charges
	
	●

	Appendix C
	Insurance Waiver
	
	●
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