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Bureau of Contract Administration
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[Insert Date]
CD Nos. All

[Bracketed sections are to be completed by the Program/Project Manager.
Remove the brackets and complete as indicated. Items in italics are given as
examples or explanations and need to be deleted from the final document.]

REQUEST FOR AUTHORITY TO EXECUTE PERSONAL SERVICES CONTRACTS WITH PRE-QUALIFIED
ON-CALL [INSERT TYPE OF SERVICE] CONSULTANTS

RECOMMENDATIONS

1. Approve and forward this report with transmittals to the Mayor requesting that he
approve and authorize the President or two Commissioners of the Board of Public
Works to execute the Personal Services Contracts between the City and the Pre-
Qualified On-Call (PQOC) [Insert Type of Service] Consultants. The consultants will
provide as-needed services for various Public Works projects. The [Insert # of
Consultants] PQOC [Insert Type of Service] Consultants are:

[Insert Pre-Qualified On-Call Consultants in a column]

2. Notify [Insert name of Project Manager specified in the contract and Phone
Number], Project Manager, for the Bureau of Engineering (BOE) when the Contracts
are ready to be executed by the Board. Five (5) original copies of the each of the
Contracts will be provided to the Secretary of the Board for signature.

3. Request the City Clerk to attest and certify the five (5) original copies of the
Personal Services Contracts. The City Clerk and your Board will each retain one
original copy and forward three (3) original copies to the BOE.

4. Request that the Board randomly select the names of the pre-qualified on-call
consultants to create the initial PQOC [Insert Type of Service] Consultants List for
use in future assignments of work.

FisCAL IMPACT STATEMENT

Because the proposed contracts are for as-needed services, the contracts do not have
any financial impact on the City. The BOE will ensure that adequate funds are
available to cover the costs for work on a specific project prior to requesting proposals
from the firms for specific projects.
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TRANSMITTALS

1. One (1) copy of the Board Report, adopted on [Insert Date BPW adopted BR],
authorizing advertisement of the Request for Qualifications (RFQ).

2. One (1) copy of Request for Qualifications (RFQ) for [Insert Title of RFQ)].
3. List of Consultant Firms Responding to the RFQ for [Insert Title of RFQ)].

4. One (1) copy of the Statement of Qualifications as submitted by each firm selected
for the PQOC [Insert Type of Service] List.

5. One (1) master copy of the Personal Services Contract between the City and the
listed firms for PQOC [Insert Type of Service] Consultant Services.

6. One (1) copy of the Master RFQ/RFP Contract Checklist, Items 11-14 completed.

7. One (1) copy of the Personal Services Contracting Process Checklist, Items 7-9
completed.

8. One (1) copy of the letter, dated [Insert Date of OCC’s GFE recommendation letter],
from the Office of Contract Compliance (OCC) on their review and
recommendations of the consultant’s Minority Business Enterprise/WWomen-owned
Business Enterprise/Other Business Enterprise (MBE/WBE/OBE) participation and
Good Faith Effort.

9. Copy of signed MBE/WBE/OBE waiver form.

DiIsSCUSSION

BACKGROUND

On [Insert the Date BPW adopted the Board Report] (Transmittal No. 1), the Board of
Public Works authorized the City Engineer to advertise and issue an RFQ (Transmittal
No. 2) to provide [Insert Type of Service] services, on a pre-qualified, as needed, basis.
The City Engineer was also authorized to negotiate a Personal Services Contract with
each of the selected consultant firms. The required Notice of Intent to Contract has
been filed with the City Administrative Office (CAO). The employee unions were
notified of the BOE'’s intent to contract. A Charter Section 1022 Determination was
requested and received from the Personnel Department and the CAO making the
determination that it was more feasible [If the CAO determined it was more cost
effective, use cost effective instead of feasible.] to utilize consultants rather than City
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employees for this work. [If Personnel found that there were no City classifications
capable of doing the work, than the last sentence will need to be revised to: It was
determined by the Personnel Department that there were no City classifications capable
of doing the work.] A Notice to Advertise the RFQ was placed in newspapers, with
marketing and A/E associations, and on websites. The RFQ and its attachments were
uploaded to the Mayor’s site for the Los Angeles Business Assistance Virtual Network
(LA BAVN), where respondents downloaded the RFQ and attachments.

[Insert Number of Firms downloading the RFQ and then delete the statistics above]
consultants downloaded the RFQ from the LA BAVN website. [Insert Number of Firms
submitting SOQ] consultants submitted their Statement of Qualifications (SOQ) on
[Insert Due Date of SOQs] (Transmittal No. 3). The SOQs were rated by a panel from
the BOE based on the following criteria:

[Insert Evaluation Criteria from the RFQ or from a previous Board Report]

A short list of the most qualified PQOC [Insert Type of Service] Consultants was
developed (Transmittal No. 4). Staff briefed the Board of Public Works Commissioners
before contract negotiations began. BOE staff completed contract negotiations on
[Insert date the contracts were completed].

[If interviews were held as part of the selection process include the foliowing
paragraph.]

An initial short list of PQOC [insert type of consultant services] Consultants was
selected. The short listed consultants were interviewed and given an opportunity to
present their firms’ qualifications. Interviews were held on [Insert interview dates].
Based upon a combined ranking of the SOQ and the interview, another short list of
[insert # of selected firms] of the most qualified [insert type of consultant services]
consultants was selected. Staff briefed the Board of Public Works Commissioners
before contract negotiations began. BOE staff completed contract negotiations on
[Insert date the contracts were completed].

All PQOC [Insert Type of Service] Consultants signed the Personal Services Contract

(Transmittal No. 5) by [Insert date when the last consultant signed the contract]. The
City Attorney has approved the Contract as to form.

COMPLIANCE WITH BOARD OF PuBLIC WORKS PoLICY

The Board’s personal services contracting policies have been followed (Transmittals
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No. 6 and No. 7).

All participants in this program are subject to compliance with the requirements
specified in the City of Los Angeles’ Contractor Responsibility Ordinance No. 173677,
(Division 10, Chapter 1, Article 14, Los Angeles Administration Code (L.A.A.C.)) Failure
to comply with all requirements specified in the Ordinance will render the consultant’s
contract subject to termination pursuant to the conditions therein.

In accordance with Division 10, Chapter 1, Article 13 of the L.A.A.C., the appropriate
City personnel responsible for the quality control of this personal services contract shall
submit Contractor Performance Evaluation Reports to the Bureau of Contract
Administration, Special Research & Investigation Section upon completion of the
Contract.

The PQOC consultants will comply with the requirements of the Equal Benefits
Ordinance, the Service Contractor Worker Retention Ordinance, the Living Wage
Ordinance, all Child Support Obligations, the Americans with Disabilities Act, and the
Minority Business Enterprise / Women Business Enterprise / Other Business Enterprise
(MBE/WBE/OBE) Subcontractor Outreach Program.

Businesses are encouraged to locate or remain within the City of Los Angeles to
preserve and enhance the economic base and well-being of the City. According to the
Los Angeles Residence Information form, Consultants provided the following
information:

Total # of # of Employees % of Employees
Consultant Firm Employees in who are L.A. who are L.A.
Firm Residents Residents

[Add or delete rows, as
needed]

MBE/WBE/OBE SUBCONTRACTOR OUTREACH PROGRAM

The City has set anticipated participation levels of [insert APL] MBE and [insert APL]
WBE for project task orders over $100,000 based upon the potential scopes of work
which may be subcontracted. The MBE/WBE anticipated participation levels will not
apply for project task orders under $100,000, however, consultants are still encouraged
to utilize MBE/WBE subconsultants where feasible.
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[If applicable, use this paragraph or delete from Board Report.]

The City has not set anticipated participation levels. For task orders that are estimated
to be in excess of $100,000, the Project Manager will determine anticipated MBE/WBE
levels based on the specific scope of work prior to issuing the task order. Those
participation levels will be submitted to the Board prior to issuing a Notice of Award for
individual task orders.

[If an MBE/WBE/OBE waiver was approved, use this paragraph or delete from Board
Report.]

On [Insert Date of Waiver], the BOE received approval from the Mayor’'s Office to waive
the Minority/Women-Owned/Other Business Enterprise Subcontractor Outreach
Program requirements. Approval to waive the outreach program requirements was due
to [Indicate reason(s) as stated in the waiver form] (Transmittal No. 9).

On [Insert Date of OCC’'s GFE analysis memo] (Transmittal No. 8), the Office of
Contract Compliance provided the following subconsultant information for each of the
selected consultants.

[Insert the information from OCC’s Good Faith Effort analysis. You may want to include
separate tables for each of the selected consultants.]

Gender/Ethnicity Codes:
AA = African American HA = Hispanic American
SAA = Subcontinent Asian American APA = Asian Pacific American
C = Caucasian NA = Native American
M = Male F = Female
Subconsultants Gender/ MBE/ WBE/
Ethnicity OBE
[Consultant]

[Subconsultants]

[Consultant]
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[Subconsultants]

[Consultant]
[Subconsultant]

The Office of Contract Compliance has verified the subconsultants’ certifications.

OR, IF THE PRE-QUALIFIED ON-CALL CONTRACTS HAVE DBE REQUIREMENTS
DBE Program

This project is federally funded. The City will follow the U.S. Department of
Transportation’s requirements for Disadvantaged Business Enterprise (DBE)
participation. The respondents were required by the RFQ to either pledge to meet the
DBE participation goal of [ X ] percent set by the City or submit documentation of their
Good Faith Effort documentation to meet the goal. The Office of Contract Compliance
reviewed the proposals and found that all the [Insert #] consultants did not need to
submit Good faith Effort documentation since they pledged to meet the [ X ] percent
participation goal. The [Insert #] consultants submitted potential lists of subconsultants,
which they will use to solicit proposals from for the upcoming projects. All DBE
certifications have been verified at the time of this report. When a task order is issued,
the [Program] staff will include a line item directing the consultant to submit a copy of all
subcontracts, regardless of certification status or amount, and the certifications will
again be verified. The following is the subconsultant information for the [Insert #]
consultants.

Gender/Ethnicity Codes:
AA= African American HA= Hispanic American
SAA=Subcontinent Asian American APA=Asian Pacific American
C=Caucasian NA=Native American
M=Male F=Female
Prime or Subconsultants Gender/ DBE/OBE

Ethnicity

[Consultant]
[Subconsultants]





