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Overview

BACKGROUND

The City of West Hollywood has been operating social services 

programs for the community by contracting with non-profit 

organizations since July 1985. The City Council has a firm 

commitment to enhancing the quality of life of the City’s 

community members by meeting their social service needs. 

City funds are to be used exclusively to provide services to 

members of the West Hollywood community. For the purposes 

of social services funding, a West Hollywood community member 

is defined as: a resident, a person who works in the City, a person 

who attends school in the City, a property owner, or an unhoused 

person who spends the majority of their time in the City.
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THREE-YEAR FUNDING PROCESS

Contracts will be negotiated for a one-year period, beginning October 1, 2022 to

September 30, 2023, with two one-year options for renewal. Although this Request 

for Proposal (RFP) requests proposals for three-year programs, the Exhibit A (Scope 

of Services), Exhibit B (Budget), and funding requests should all reflect one-year 

programs. The City will assume that the second and third-year program and funding is 

essentially the same.

CITY EXPECTATIONS

The City works collaboratively with social service providers and facilitates cooperative

efforts between and among providers. Once an agency contracts with the City, a City 

Program Administrator is assigned to the agency or program and will work with a 

consultant hired by the City who is responsible for fiscal review. City staff members 

and consultants help ensure compliance with the agency’s contract; advise staff on 

program service, program administration, and financial matters; plan for future service 

needs; provide assistance regarding the City’s requirements and processes; facilitate 

a cooperative approach to delivery of services 

to West Hollywood community members; and 

address concerns from constituents.

Contracted agencies are expected to work 

as a team with each other and with City staff, 

share information, and participate in regular 

collaborative meetings. West Hollywood’s 

approach results in more frequent contact 

between the City and providers, and in greater 

City involvement in program operation than in traditional contracting relationships. 

Applications should demonstrate the ways in which collaboration with other agencies, 

programs, and public or private entities, enhances service delivery and improves client 

outcomes.

City policy is established by the City Council, with recommendations from the Human 

Services Commission and City staff. The Human Services Commission, an appointed 

body that is advisory to the City Council, makes recommendations for City social 

Enhancing the quality of 
life of the City’s community 
members by meeting their 
social service needs.
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services funding and receives updates 

on the implementation of City-funded 

programs to support transparency 

and consistency with City policy. 

Documenting implementation and 

ensuring accountability for City funds 

is the responsibility of City staff. 

Recommendations from both City staff 

and the Human Services Commission 

are generally, but not always, in 

alignment. City-funded agencies are 

often invited to make presentations to 

the Commission or provide information 

to the City Council. This participatory 

process is managed by City staff, who 

also coordinate the involvement of 

other City departments in meeting the 

social services needs of West Hollywood 

community members.

Collaborative applications are welcome. 

One non-profit organization must act 

as fiscal agent for the collaborative and 

will be solely responsible for meeting all 

City fiscal documentation and reporting 

requirements. 

The City of West Hollywood does 

not provide funding to start new 

organizations (“seed money”) or to 

conduct pilot programs. The City does 

however fund expansion of existing 

programs into West Hollywood that 

are successful in other communities, 

adaptation of successful programs to 

meet the needs of West Hollywood 

community members, and services for 

West Hollywood community members  

that may be delivered outside the City.

Proposals should note whether they 

provide services in Russian, Spanish 

or other languages. They should 

also state whether they have staff 

members or 

volunteers 

who provide 

services 

in those 

languages 

and whether 

their materials 

are available 

in multiple 

languages. 

Outreach and 

publicity also include activities that 

build community support for access to 

social services. Grantees may be asked 

An important component 
of any proposal is the 
plan for outreach and 
publicity to inform 
prospective clients about 
how to access services.
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to make presentations to City Commissions, 

Advisory Boards,  community organizations, 

local schools and other groups to help inform 

the public about services available to West 

Hollywood community members.

All programs and facilities must be accessible 

to persons living with disabilities, including 

mobility, vision, hearing, chronic illness, mental 

health, developmental, and other conditions.

Non-profit organizations that receive funds from the City are responsible for all 

terms and conditions of their agreement with the City, and are expected to request 

assistance when needed, identify areas that may be of concern to  City staff, work 

cooperatively with other agencies, keep the City informed regarding their program 

activity and the needs of the community, and meet all City contracting requirements. 

Providers receiving funding must maintain a consistent level of service throughout the 

year regardless of factors such as staff turnover.

The City contracts for services from providers on 

a proportional funding basis. Providers should not 

look to the City as the sole funder of a program and 

should consider the City as the funder of last resort. 

The City will contribute to a program’s budget in an 

amount that does not exceed the level of service the 

City will receive. The City evaluates its contribution 

by dividing the amount of service West Hollywood 

community members will receive by the total amount 

of service the program will provide. The City will compare this percentage with the 

percentage of the program’s budget that is requested from the City.  For example, 

if the proposed program serves 300 people and 100 of these people will be West 

Hollywood community members, then 33% of the proposed program’s activity will 

serve West Hollywood. The City will then consider funding up to 33% of the proposed 

program’s total budget. The City will not fund a higher level of service than the 

proportion it receives but may fund less. The proposal should provide information on 

the program’s total budget and service recipients, and the services delivered to the 

The City encourages 
providers to include 
individuals with lived 
expertise on their staff at all 
levels of their organizations.
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West Hollywood community, so that 

the percentage of funding for West 

Hollywood services is proportional to 

the total budget.

A list of currently contracted Social 

Services agencies with a description 

of programming and funding amounts 

is included with this document (see 

Attachment 1). This list provides context 

for applicants as they consider service 

provision to the West Hollywood 

community and  funding requests.

Organizations currently contracting with 

the City that are seeking an increase 

in funding beyond a nominal cost of 

living increase must demonstrate a 

proportional increase in proposed goals.

CITY FUNDING PRIORITIES
Funding priorities and target 

populations are informed through the 

findings of the Needs Assessment of 

Access to Social Services by Community 

Members of Color, the Aging in 

Place/Aging in Community Initiative, 

the HIV Zero Initiative, the West 

Hollywood Five-Year Plan to Address 

Homelessness, and by the 2019 West 

Hollywood Community Study. This RFP 

also incorporates public input received 

by City staff and the Human Services 

Commission during discussions of social 

services funding priorities with City 

Commissions and Advisory Boards, 

current service providers, and members 

of the public at a public hearing. Grant 

applicants are not required to address 

these priorities, but the need for services 

by members of the West Hollywood 

community is a criterion for funding. 

CITY FUNDING PRIORITIES
(listed in alphabetical order)

• Caregiver support services
• Case management services
• Disability services
• Domestic violence/intimate

partner abuse services
• Food, nutrition and wellness

services
• Health care services
• HIV/STD prevention and

treatment services
• Homeless services
• Job training and placement

services 
• Legal services
• LGBTQIA+ services
• Mental health services
• Pre-trial services/alternatives to

incarceration 
• Senior services
• Sexual violence prevention, 

education and support services
• Social isolation and loneliness
• Substance use disorder

treatment services
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TARGET POPULATIONS FOR 
SOCIAL SERVICES INCLUDE:
(listed in alphabetical order)

• Children, youth and families

• Immigrants who are in the U.S. 
to protect their safety

• LGBTQIA+ community members

• Low-wage and immigrant workers

• People experiencing
homelessness in the City

• People living with disabilities,
including HIV/AIDS

• People of color

• People at imminent risk of
homelessness 

• People in need due to poverty
or low incomes

• People with substance use
disorders

• Seniors (with an emphasis on
people who are frail and 
homebound)

• Women

Needs Assessment of Access to Social 

Services by Community Members of 

Color: The City recently conducted a 

needs assessment focusing on the social 

services needs of community members 

of color. Recommendations from the 

report include:

1. Develop an Awareness Campaign

for People of Color Working in

West Hollywood

• Proposals should include an

outreach campaign promoting

programs and services available

to the West Hollywood

workforce.

2. Expand Food & Nutrition

Programming for Non-Resident

Community Members

• In addition to people who live

in West Hollywood, proposals

should include service provision

for those who work, attend

school, own property, or spend

significant amount of time

unhoused in West Hollywood.

3. Develop a Racial Equity Based

Services Utilization Strategy

• The Exhibit A: Scope of Services

should reflect quarterly and

annual goals for serving

community members of color.



4. Evaluate Progress on Service

Utilization Strategy with an

Evaluation Plan

• Contracted agencies will submit

quarterly and annual reports

to the City reflecting progress

toward their stated goals for

serving community members of

color.

5. Standardize Provider Capacity to

Communicate About Services

Offered

• The agency website should

clearly describe the services

offered, eligibility requirements,

and estimated response time to

inquiries and service requests.

Proposals should include a

telephone number and hours of

operation.

A link to the Needs Assessment can be 

found here.

Aging in Place/Aging in 

Community Initiative: 

The City of West Hollywood 

contracts for services that 

support City residents across the 

lifespan. West Hollywood’s older 

residents are diverse and include long-

term HIV/AIDS survivors, the Russian-

speaking community, the LGBTQIA+ 

community, and people who are frail 

and homebound. As community 

members grow older, they can 

become increasingly isolated, leading 

to depression and other health and 

mental health conditions. Many older 

adults live on fixed incomes and face 

food and housing insecurity as the 

cost of living continues to increase 

locally and nationally. The City invests 

in social services to address these 

issues and support residents’ quality 

of life. For more information about the 

Aging in Place/Aging in Community 

Initiative please click here.

Pre-Trial Services/Alternatives to 

Incarceration: As part of its ongoing 

effort to promote justice and equity 

through creative solutions and social 

services, the City is focusing on pre-

trial diversion and alternatives to 

incarceration, such as substance use 

treatment, employment support, 

community service, and counseling. A 

recent staff report on this initiative is 

available here.
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Enhancing Workers Rights: The 

City of West Hollywood encourages 

applicants to include innovative 

programming to enhance worker’s 

understanding of their labor rights 

and available City services; provide 

culturally and linguistically sensitive 

targeted outreach and education; and 

provide linkage to services for low-

wage workers, particularly for people 

who are vulnerable to exploitative 

labor practices. Proposed programs 

would demonstrate the effectiveness 

of a partnership between the City of 

West Hollywood and community-based 

organizations to successfully reach 

a largely hidden, insular, vulnerable 

population to empower them and 

reduce their risk for labor exploitation 

and human trafficking.  For more 

information on related topics, including 

the Minimum Wage Ordinance, please 

click here and the Massage Workers’ 

Rights and Safety Initiative please click 

here.

HIV Zero Initiative: The City is 

committed to the goals of achieving 

zero HIV transmission and making pre-

exposure prophylaxis (PrEP), effective 

medication to treat HIV, and other tools 

to prevent transmission of HIV widely 

accessible in West Hollywood. The City 

funds services that raise awareness 

of and provide access to transmission 

prevention resources, including 

prophylactic medications and services 

to address co-factors (i.e. mental health 

challenges, substance use, and HIV 

stigma). For more information about the 

HIV Zero Initiative, please click here.

Homelessness Plan: Addressing 

homelessness in West Hollywood 

continues to be a key City priority. The 

City Council adopted the Five-Year Plan 

to Address Homelessness in August 

2018, and the City is implementing 

the plan with a current focus on street 

outreach and engagement, creating an 

Access Center, and establishing interim 

housing. Staff recommends that services 

for people experiencing homelessness 

be aligned with the priorities established 

in the plan. LGBTQIA+ youth and 

adults experiencing homelessness are 

priority populations. Behavioral health 

services, substance use services and 
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programs with the capacity to provide 

immediate response (including evenings 

and weekends) to community concerns 

continue to be a priority.  To find the 

Five-Year Plan to Address Homelessness, 

please click here. 

Sexual Health Services and STD 

Prevention and Treatment: Los Angeles 

County, including West Hollywood, 

is experiencing an increase in STD 

transmission. The City is looking to 

expand its current portfolio of services. 

2019 COMMUNITY STUDY AND 
DEMOGRAPHIC REPORT

Community Study: The City of West 

Hollywood periodically conducts a 

Community Study to help inform the 

funding priorities of the City’s Social 

Services Division. The most recent 

study was conducted in 2019 and was 

informed by demographic analysis; 

service utilization data; direction from 

the City Council, Commissions and 

Advisory Boards; contracted providers; a 

statistically valid survey; and community 

input. 

A summary of findings of the 2019 

Community Study are available here.

Demographics: Applicants should consult 

the City’s 2019 Community Study for City 

demographics.  If other data sources 

are used to describe needs for services, 

a citation for the source should be 

provided.

The City of West Hollywood will consider 

proposals for services or programs which 

have not been identified in this RFP, but 

documentation of need is a significant 

factor in funding decisions.  

FUNDING AVAILABILITY

The City of West Hollywood will 

allocate approximately $5.2 million in 

this funding process to local non-profit 

organizations providing services to 

meet community needs; to encourage 

community stability; and to enrich the 

quality of life for members of the West 

Hollywood community. Of this amount, 

approximately $100,000 will be available 

for urgent needs. Urgent needs funds are 

intended to be used for one-time, short-

term expenditures on behalf of clients 

that cannot be funded in any other way.

Priority will be given to reproductive 
health services and programs 
demonstrating innovation and 
creativity in linking community 
members to testing, treatment, and 
harm reduction programs.
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Process for Submission 
and Evaluation of Proposals

RELEASE  DATE
The Request for Proposals will be released on Wednesday, May 4, 2022.  
The mandatory Bidders’ Conference will take place virtually through Zoom on 
Wednesday, May 11, 2022 at 10 a.m. 

The RFP will be available on the City’s website at www.weho.org/rfp.

SUBMISSION DEADLINE
Proposals must be received by close of business, Friday, June 3, 2022 at 5 p.m. 
Late submissions will not be accepted.

Please submit your proposal via email to SocialServicesRFP@weho.org
Proposals should be named using your agency name in the following format: 
AGENCY_2022_SERVICE.pdf. For example, RAINBOW_2022_MentalHealth.pdf. New 
applicants only should submit one copy 
of the additional documents listed on the Proposal Checklist. 

Submit to:
SocialServicesRFP@weho.org

EVALUATION
Proposals will be evaluated on their own merits, in relation to the needs of the 
community, competitively, and as components of a larger service delivery system. 
Staff will conduct site visits and/or in-person interviews with all new (non-currently 
funded) programs. Staff may conduct other site visits or in-person interviews 
deemed necessary. Currently funded programs may be interviewed over the 
telephone or via tele-conferencing if a proposal generates questions.

Each applicant will be notified of recommendations regarding its request, both 
verbally and in writing, and should avail itself of the opportunity to address the 
Human Services Commission and the City Council during the review process, 
according to the schedule included here.

The City Council will adopt final funding levels, types of service, and service goals 
for each program. 
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Proposal Submission and Review Timeline

PROPOSED DATES*

WEDNESDAY, MAY 4, 2022

WEDNESDAY, MAY 11, 2022  
Bidders’ Conference via Zoom 
for interested applicants
10 a.m. to noon

FRIDAY, JUNE 3, 2022

TUESDAYS, JULY 12, 19, AND 26, 2022

MONDAY, SEPTEMBER 19, 2022

ACTION

City releases Social Services 
 RFP.

Proposals to be submitted  via  
email to 
SocialServicesRFP@weho.org 
by 5 p.m. Late proposals will not 
be considered.

Human Services Commission 
meetings, public hearing.

City Council review and 
grant awards.

* These dates are subject to change. Should a change become necessary, all interested parties
will be notified.

The following staff members 
will be available to answer 
questions, provide technical 
assistance, and orient 
prospective providers to 
City requirements. 

Contact: (323) 848-6510 
Monday through Thursday 
from 8 a.m. to 6 p.m.; 
Fridays from 8 a.m. to 5 p.m.

David Giugni
Social Services Manager
dgiugni@weho.org 

Leslie Isenberg
Social Services 
Supervisor
lisenberg@weho.org

Derek Murray
Social Services 
Program Administrator
dmurray@weho.org

Joan Mithers
Social Services 
Program Administrator
jmithers@weho.org

Katie Egan 
Social Services 
Program Administrator
kegan@weho.org
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City Reservations and Conditions

All costs of proposal preparation shall be borne by the applicant agency.

The proposal should always include the applicant’s best terms and 
conditions, though the City reserves the right to negotiate.

All applicants must provide written confirmation of 501(c)(3) status – 
either their own or that of a sponsoring agency with 501(c)(3) status. 
If sponsored, applicant should submit a letter of commitment from the 
sponsoring agency.

All proposals become the property of the City, which reserves the right to 
use any or all of the ideas in these proposals, without limitation. Selection 
or rejection of a proposal does not affect these rights.

The City reserves the right to extend the RFP submission deadline if, in 
the City’s sole judgment, such action is in its interests. If the deadline is 
extended, all applicants will have the right to revise their proposals.

The City reserves the right to reject all, or any, of the proposals it receives.

The City reserves the right to withdraw or modify this RFP, and to refrain 
from awarding contracts altogether.

The City reserves the right to request additional information, including 
agency support documents, during the RFP evaluation process.

The City reserves the right to conduct programmatic and fiscal site visits, 
review agency records, and interview program staff, volunteers, clients and 
board members prior to awarding contracts.
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Proposal Documents
CITY OF WEST HOLLYWOOD 
SOCIAL SERVICES REQUEST FOR PROPOSAL 2022 COVER PAGE

Agency Name: 

Program:

Contact Person: Phone:

Email:

Address:

City: State:  Zip Code:

Address where services will be provided:

City: State:  Zip Code:

Grant Request Amount:

Program Goal:

Single agency proposal submission.
Collaborative proposal submission.

is the fiscal agent of the collaborative. (List agency name)

List all collaborators:

Proposal Summary - in 40 words or less, please provide a concise overview of your proposal.

Primary Target Population (check all that apply):

Children, youth and families
 Immigrants
 LBGTQIA+

People of color
People experiencing or at-risk of 

 homelessness

People living with a disability, including 
 HIV/AIDS

People in need due to poverty
 Seniors
 Women
 Other:

Grant Funds are Requested to:
continue a current City-funded program
expand a current City-funded program
expand an existing program not funded by the City
initiate a new program
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STATEMENT OF APPLICANT ELIGIBILITY

All agencies considered for funding must meet the following minimum requirements:

Executive Director: Date: 

The applicant has non-profit tax-exempt status under Section 501(c)(3) of the 
Internal Revenue Code and Section 23701 of the California State Revenue and 
Taxation Code, or has been officially sponsored by a 501 (c) (3) organization, by 
resolution of that organization’s Board of Directors. (Submit a copy of the IRS letter, 
or, if receiving sponsorship, the Board resolution from the sponsoring organization, 
signed by the board president, and a copy of that organization’s IRS letter, as an 
attachment to your proposal.) If you have applied for, but not yet been granted 
tax-exempt status, contact the Social Services Manager prior to submitting your 
proposal.

The applicant represents and agrees that it does not and will not discriminate 
against any employee or applicant for employment because of race, religion, color, 
medical condition, gender, sexual orientation, gender identity, national origin, 
political affiliation or opinion, or pregnancy or pregnancy-related condition.

The applicant is in compliance with the City’s ordinance prohibiting discrimination 
on the basis of sexual orientation.

The applicant is in compliance with the City’s ordinance prohibiting discrimination 
against persons living with HIV/AIDS.

The applicant is in compliance with Civil Rights Act guidelines encouraging 
employment of minorities, women, and persons living with disabilities.

Low, sliding-scale fees may be charged, or donations requested, for services 
provided, but clients who claim hardship or an inability to pay shall not be denied 
services under the provisions of any contract with the City of West Hollywood. 
Clients must be informed of this policy.

The applicant is in compliance with the Americans with Disabilities Act (ADA).

The applicant will develop a policy which addresses termination of clients for cause 
or will agree to comply with the suggested City policy.

The applicant must implement an accounting system which complies with the City’s 
Contracting and Accounting Handbook.

The applicant will comply with the City’s Living Wage Ordinance and Equal Benefits 
Ordinance.

The applicant represents that it does not support the Arab League boycott of Israel.

The undersigned affirms that the above-named agency and program meets the 
minimum requirements stated here, and that they have been formally authorized by 
its board of directors to sign legally binding agreements on its behalf.

•

•

•

•

•

•

•

•

•

•

•

•

14



CITY OF WEST HOLLYWOOD SOCIAL SERVICES PROPOSAL - 2022
PROPOSAL CHECKLIST
Agency Name: 

Program Name:

Submit proposal to SocialServicesRFP@weho.org

Cover Page and Statement of Applicant’s Eligibility

Proposal Checklist (Completed)

Proposal Narrative

Administrative Information for New Applicants

Agency & Program Income Summary

Summary of Government Grants and Contracts

Summary of Services to West Hollywood Community Members

Exhibit A (Scope of Services)

Exhibit B (Budget)

If your agency has NOT contracted with City in 2019, submit one (1) of each of the following 
documents:

IRS letter confirming 501(c)(3) status (copy), or Board resolution and 501(c)(3) status letter 
sponsoring organization

Roster of Board of Directors with affiliations

Most recent complete agency annual financial statement (audit preferred) and most recent 
IRS Form 990

Also, please indicate whether your agency can supply the following materials in support of 
your application. These materials may be requested during the RFP review process, and will be 
required before the City authorizes contracts.

MATERIALS

By-Laws
Articles of Incorporation
Written Personnel Policies
Written Fiscal Policies
Client Evaluation ad Grievance Process
Copy of you agency’s sexual harassment policy
General Liability Insurance of $1 Million per occurrence
Workers Compensation Insurance as required by the State
Crime Coverage Insurance of $10,000
Medical Malpractice Insurance - $1 Million per occurrence*
Professional Liability Insurance - $1 Million per occurrence*
Professional Liability of Errors & Omissions Insurance - $1 Million per occurrence*
Auto Liability, if applicable

HAVE DO NOT 
HAVE

Note: As part of all socials services contracts, the City requires that insurance policies name the City of 
West Hollywood as an additional insured.
* If applicable for medical and counseling programs.
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PROPOSAL NARRATIVE INSTRUCTIONS

In a Proposal Narrative not to exceed eight pages (single-spaced in 12-point type), 
please address the following areas of the proposed program’s design and services. 
If this is a collaborative proposal, the narrative may be 11 pages (single-spaced in 
12-point type).

Program Goal
What is the goal of the proposed program?

Target Population and Outreach
Describe the characteristics of the target population that the proposed program will 
serve. Describe outreach strategies to reach that population and provide detail on 
how the program will target outreach to community members of color.

Need
Describe the need in the City of West Hollywood for this particular program.

Service History
What is the total number (including West Hollywood community members) 
of unduplicated people served by the program in the most recent 12-month 
period?  What 12-month period does this number cover? What was the number of 
unduplicated West Hollywood community members served during this time period? 
How is this information documented? If this request is for a new program, please 
provide service history numbers for a similar or comparable program.

Program Description 
1. Summarize exactly what, where, and

how services will be provided.

2. Describe how prospective
clients access the program and what
provisions will be  made for crisis
intervention and non-business hour
access, if applicable.

3. Describe your service location, how
it is reached by public transportation
or other means, whether you own
or rent the property, and any factors
that may affect your agency’s ability
to maintain services in this location.

4. Describe how program progress and
success will be evaluated, including
the role of the participant in the
evaluation of service and the
agency’s grievance procedures.

5. List the program outcome objective
that reflects changes to behavior,
status, or well-being.
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PROPOSAL NARRATIVE INSTRUCTIONS

Cooperation and Collaboration
Describe how the proposed program will collaborate with programs within the 
agency and at other agencies. Provide specific examples of current cooperation and 
collaboration efforts.

Urgent Funds
If the program provides case management services, the program can apply for urgent 
funds to provide emergency assistance for clients. Describe the target population’s 
need for these funds and provide some examples of the types of anticipated 
expenditures.

Project Readiness and Staffing Plan
Describe whether project staff members and locations are in place, or whether 
there will be a start-up period before services commence. What is your plan for staff 
training and staff development? How will you ensure continuity of services when staff 
vacancies occur? How are individuals with lived expertise incorporated into staffing at 
all levels of the organization? 

Collaborative Proposals
If this is a collaborative proposal, list the participating non-profits and identify the 
fiscal agent. Describe the collaboration and explain why the proposal is presented 
as such. Explain the service roles of each member of the collaborative. Provide 
letters of commitment from each collaborating agency or a signed Memorandum of 
Understanding detailing the relationship.

Innovation and Creativity
If your agency or program has innovative or creative characteristics,  please describe 
them.  If your agency has programs or strategies that may be relevant to the  City’s 
funding priorities, please describe them.
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ADMINISTRATIVE INFORMATION REQUIRED FOR NEW APPLICANTS

Required only for applicants NOT currently receiving grants from 
the City of West Hollywood

Please answer the following four questions in one page or less.

1. Summarize the services currently provided by the agency.

2. Describe your experience successfully providing the services outlined in this
proposal, or services similar to them.

3. Describe your experience serving West Hollywood residents, people who work in
the City, people who own property in the City, students who attend school in the
City, or people who spend a majority of their time unhoused in the City.

4. Please describe the qualifications of your staff who will be assigned to this project,
and how supervision and training will occur.
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AGENCY AND PROGRAM INCOME SUMMARY*

Source of Funds

City of West Hollywood

Other Government Grants and Contracts 
(see next page)**

Foundation Grants

Business and Corporate Donations

Individual Donations

Fees for Service

Fundraising Events

Other (Describe):

Totals

2021-22
(Operating)
Income for 
Entire Agency

2021-22
(Operating)
Income for 
This Program

2022-23
(Proposed)
Income for 
Entire Agency

2022-23
(Proposed)
Income for 
This Program

*If this proposal is collaborative, each agency should complete this form, and the form on the next page.
** See next page to identify the sources of all government grants and contracts.
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SUMMARY OF GOVERNMENT GRANTS AND CONTRACTS
Please provide dollar amounts and a brief description of the scope of work for 
government grants and contracts for the 2021-22 fiscal year and projected for the 
2022-23 fiscal year.

SUMMARY OF SERVICES TO WEST HOLLYWOOD COMMUNITY MEMBERS 
Agencies provide services to members of the West Hollywood Community, which are 

funded by sources other than the City grant.  Please provide information about the 

services and the number of West Hollywood community members served in the F/Y 

2021-2022 and identify the source of funding.
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EXHIBIT A (SCOPE OF SERVICES) INSTRUCTIONS

Exhibit A (Scope of Services) outlines the proposed program’s service, program 
outcomes, and numbers of people to be served. The Exhibit A template can be 
accessed here.

Exhibit A, along with a short narrative that agencies will prepare in the event 
they are selected for funding, becomes the basis of the contract between 
the agency and the City. Objectives must be specific, measurable, achievable, 
realistic, and time-specific. Please refer to the samples provided, and consult 
with City staff for assistance, if needed.

Service Categories: 
This refers to the 
types of service the 
proposed program will 
provide. State the type 
of service(s) proposed. 
Provide an explanation 
of the service(s) in the 
narrative program 
description. Some 
examples of common 
service categories are:

• Case Management
• Counseling
• Emergency Shelter
• Home-delivered Meals
• Intake
• Job Placement
• Medical Services
• Outreach

Unit of Service: 
This refers to the way 
in which a service is 
measured. For services 
that involve in-person, 
in-depth contact 
(counseling, intake, 
casework, etc.), the City 
is interested in knowing 

the number of “New and 
Unduplicated People”, 
the number of “New and 
Ongoing Clients”, and 
the number of “Client 
Visits” per service. Other 
types of service should 
measure the number 
of people receiving the 
service and the amount 
of the particular service 
provided. For example, 
a service category of 
“Emergency Shelter” 
would be measured by 
the number of people 
served and the number 
of bed nights utilized. 
A food program would 
be measured by the 
number of people served 
and the number of 
meals provided. A job 
placement service would 
be measured by client 
intake and the number of 
job placements. Group 
activities would be 
measured by the number 
of groups provided and 
attendance.

Numerical Goals: 
The “West Hollywood” 
section of Exhibit A refers 
to the number of West 
Hollywood community 
members to be served 
quarterly and annually. 
The “Total Project” 
section refers to the 
total number of people 
(including members of 
the West Hollywood 
community) the program 
will serve quarterly and 
annually.

Outcome Objective: 
Provide one outcome 
objective that is 
measurable, specific, 
achievable, realistic, 
time-specific, and which 
reflects behavior change 
or program impact. 
State how many of what 
population will experience 
what benefit in what time 
frame.
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EXHIBIT A SAMPLE
Shelter and Supportive Services
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EXHIBIT A SAMPLE 
HIV Prevention

CITY OF WEST HOLLYWOOD -- DEPARTMENT OF HUMAN SERVICES & RENT STABILIZATION--SOCIAL SERVICES DIVISION
SAMPLE Exhibit A:  Scope of Services

Agency: West Hollywood Community Clinic Program: HIV Prevention
NUMERICAL GOALS
West Hollywood Total Project

Service Categories Unit of Service Quarterly Annually Quarterly Annually

Intake & Assessment
New, Unduplicated People 25 100 125 500
New, Unduplicated Community Members of Color ** 8 32 N/A N/A

HIV Testing and 
Counseling

New, Unduplicated People 18 72 105 420
New & Ongoing People 20 N/A 750 N/A
# of Sessions 720 2,880 2,160 8,640

Safer Sex Educational 
Classes

Classes 12 48 36 144
People Attending RA* 640 RA* 7,200

PrEP Support Group
New, Unduplicated People RA* 360 RA* 1,080
New & Ongoing People 150 N/A 450 N/A
# of Sessions 100 400 300 1,200

Volunteer Training
New, Unduplicated People RA* 50 RA* 150
Sessions RA* 100 RA* 300

*Report Actual
**Subset of New, Unduplicated People

OUTCOME OBJECTIVE: 65% of program participants will report safer sex behaviors by the end of the program year.
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EXHIBIT B (BUDGET JUSTIFICATION) INSTRUCTIONS

Using the form and samples provided by the City, please complete the Budget 
Justification detailing personnel costs, other program and administrative costs, and 
urgent funds (if applicable) for the program. Include all costs for the program for 
which funding is requested, regardless of whether the expense is to be met by the 
City of West Hollywood. The Exhibit B template can be accessed by clicking on the 
“View Attachments” link on the top right corner of this sheet.

Personnel Costs (page 1 of form)
Position Title: List each paid position of the program by title. Include all positions, 
whether grant-funded or not, and indicate the percent of time spent on the project.

• Monthly Salary: Indicate the total
monthly salary for the position.

• % Time on Project: Indicate the
percentage of the salary to be
charged to the West Hollywood
grant.

• # Months Employed: Show the
number of months during the grant
period that the position will be
filled.

• Total Grant Share: Compute the
total charge to the grant for
each position. Multiply the monthly
salary by the percentage of time
on the project by the number of
months employed.

• Total Non-Grant Share: Enter the
remainder of the salary in the “Total
Non-Grant Share” column.

Fringe Benefit Costs

For salaries and wages to be funded by the grant, itemize each benefit by type and 

percentage of salary (if applicable) and the number of employees covered. Sick leave, 

vacation, and holidays are not included as fringe benefits. Medical/dental Insurance 

should be detailed by the annual premium for each individual budgeted, multiplied by 

the percentage of that individual’s salary that is charged to the grant. Employer payroll 

taxes may be included as fringe benefits. Provide totals for the grant share, the non-

grant share, and the total of all benefits costs. 

Total Personnel Costs: In this row, provide the total of salaries and benefits for the 

Grant Share, Non-Grant Share, and Total Program.

View Attachments
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Other Costs (page 2 of form)
Show each item and describe the basis for the amount requested.

Facility Costs
Describe the basis of the allocation of rent, utilities, janitorial, telephone, internet, 

utilities, or other costs for the project’s location. For example, “This agency occupies 

2,500 square feet, and pays $2,750 per month in rent. The project will occupy 500 

square feet (20%) of agency space. The agency will absorb 50% of the program’s 

rental expense.” In this case, the grant share will be $275/mo. ($3,300/year.) 

Program Costs
Insurance

City contract provisions require that grantees have liability insurance coverage in the 

amount of $1 million and a comprehensive blanket crime policy in an amount not less 

than $10,000. Please budget appropriate amounts for these expenses and show the 

basis for the allocation of costs to the grant and to other agency programs.

Consultant Services

Consultant services are those contract services performed by individuals who are 

not agency staff. List each type of consultant to be funded by the grant, the specific 

services rendered, the proposed hourly rate, and any additional information to justify 

the use of consultants as opposed to staff or volunteers. For example, “A consulting 

licensed mental health professional will provide supervision for eight intern mental 

health workers and eight staff members. 8 hours/week x $100/hr. x 52 weeks = 

$41,600.”

Training, Seminars, Conferences

Include a description and justification for the training to be attended and show how 

the cost was computed. Identify amounts for travel, per diem expense, and lodging.

Audit

Grantees receiving $50,000 or more from the City are required by the contract to have 

an annual certified audit. Show the basis of any cost allocation to the grant.

Mileage

Justify any mileage expenses requested and show the basis for the computation.
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Other examples of Program Costs include:

• Advertising

• Directly paid services such as bus fare and food vouchers

• Printing

• Supplies

• Urgent Needs Fund

Equipment Purchase

Funding from the City of West Hollywood may not be used to purchase equipment.

Indirect Cost

Up to 10% of the grant may be used for indirect costs. The basis for indirect costs 

must be approved by the City. Depreciation and other non-cash costs cannot be 

included in the allocable base or as a budgeted item.

Program Income

Any income generated by a project funded by the City of West Hollywood must be 

used for the support of the project. Such income cannot be used to support other 

agency programs or projects. Detail all sources of income generated by grant funded 

projects, the anticipated dollar amount, and the basis for the computation. Show the 

program income as a negative amount which reduces the non-grant share of expenses.

The Budget Justification must be signed by the Fiscal Officer and the Executive 

Director. Make sure the signatories are included on the Authorized Signature list 

submitted to the City.
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EXHIBIT B
Budget Justification

City of West Hollywood 
Social Services Division 

Sample - Budget Justification - Page 1

Agency:  Exemplary Social Services Year: 2022-23

Program: Helping People 

Position Title Monthly 
Salary 

% 
Time 

# Months 
Employed Total Grant Share Total Non- 

Grant Share Total 

Executive Director: 
(NOTE: This is a full-time agency position 
paying $120,000 per year. The E.D. 
spends 10% of her time on this project). $10,000 10% 12 $12,000 $108,000 $120,000 

Bus Driver 
(NOTE: This is a part-time position 
amounting to 15 hours per week [37% of 40 
hours]). The driver will not be needed during 
the first five months, and the position is fully 
funded by the grant. 

$3,000 37% 7 $7,770 $0 $7,770 

Accountant 
(NOTE: This position is fully funded by the 
agency.) $5,600 25% 12 $0 $67,200 $67,200 

Program Director 
(NOTE: This position will not be filled until 
the second month; it is funded by the grant.) $5,600 100% 11 $61,600 $0 $61,600 

Total Salaries $81,370 $175,200 $256,570  

Fringe Benefit Costs: Cost Calculation: Grant Share Non-Grant 
Share Total 

FICA: 7.65%   * $6,225 $13,403 $19,628 

SUI: 1.90%   * $1,546 $3,329 $4,875 

Worker’s Comp: 6.30%   * $5,126 $11,038 $16,164 

Med. Insurance: 
$85 per person per month (some 
agencies may use percentage method) * $2,040 $2,040 $4,080 

Other (Detail): 
Total Benefits: $14,937 $29,809 $44,746 

Total Personnel Costs: $96,307 $205,009 $301,316  

* or average monthly cost per agency
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City of West Hollywood 
Social Services Division 

Sample Budget Justification - Page 2

Agency:  Exemplary Social Services Year: 2022-23

Program Helping People 

Executive Director: Date: 

Finance Director:  Date: 

City Approval:  Date: 

City Approval:  Date: 

Budget Line Item Grant Share Non-Grant 
Share 

Total 

Total Personnel Costs: $96,307 $205,009 $301,316 
OTHER COSTS: 
Facility Costs: 

Rent 2,000 square feet at 
$1.35 per sq. ft. Program occupies 300 sq. ft. (15%) 

$4,860 $27,540 $32,400 

Utilities: 15% of projected total annual cost charged to 
grant. 

$750 $4,250 $5,000 

Telephone: projected cost of 
$75.00/month 

$900 $0 $900 

Equipment Maintenance and Repair $0 $500 $500 

SUBTOTAL- 
Facility Costs 

$6,510 $32,290 $38,800 

OTHER COSTS: 
Program Costs: 
Vehicle rental: 
At $300/month 

$3,600 $0 $3,600 

Vehicle insurance: At actual annual cost $5,300 $0 $5,300 
Audit: Charged 1/3 to grant, based on proportion of grant to 
total agency funding 

$1,667 $3,333 $5,000 

Printing of program brochure 
– 500 copies at .35 each

$175 $0 $175 

Postage $0 $600 $600 
Insurance $0 $10,000 $10,000 
Urgent funds $2,500 $0 $2,500 
Indirect (Administration) @ 7% $9,231 $0 $9,231 
SUBTOTAL- 
Program Costs 

$22,473 $13,933 $36,406 

Totals: $125,290 $251,232 $376,522 
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AGENCY: 

PROGRAM: 

ADDRESS: 

PHONE: 

CITY OF WEST HOLLYWOOD 
SOCIAL SERVICES CONTRACT 

2022-2023 

WEBSITE: 

DRAFT 

This Contract ("Contract") is made and entered into this 1st day of October 2022 by and 
between the City of West Hollywood, a municipal corporation, 8300 Santa Monica Boulevard, 
West Hollywood, California 90069 (hereinafter referred to as the "CITY") and 
the _ _ _ _ _ _ _  , [address] (hereinafter referred to as the "CONTRACTOR"). 

RECITALS 

A. The CITY chooses to contract for social services which benefit residents, business and 
property owners, employees, those who attend school, and community members who are
homeless and spend the majority of their time in West Hollywood.

B. The CITY conducted an RFP to deliver services to the West Hollywood Community and 
the RFP was issued in May. 2022 and selected CONTRACTOR as the preferred service
provider;

C. The Contractor submitted a proposal and desires to provide to the City and its 
community members said social services. The CONTRACTOR is qualified to perform such
services and has the necessary qualifications by reason of experience, preparation, and 
organization to provide such services; and 

D. It is beneficial to the City, its community members and the public welfare that these
social services be provided.

NOW, THEREFORE, the CITY and the CONTRACTOR, mutually agree as follows: 

1. CONTRACT. This Contract consists of this template and the following attachments: Exhibit
A (Scope of Services, and Narrative) and Exhibit B (Budget Justification).

2. SCOPE OF SERVICES. The CONTRACTOR shall perform those services set forth in 
"Exhibit A," which is attached hereto and incorporated herein by this reference.

3. TERM OF CONTRACT. This Contract shall be effective for a period not to exceed twelve
months and shall in all cases end on September 30, 2023. Assuming continued community
need for the service, satisfactory progress towards established program goals, satisfactory
compliance with all contract requirements including reporting and auditing requirements and 

ATTACHMENT 2
Sample Contract Template 

A



CITY OF WEST HOLLYWOOD 
SOCIAL SERVICES CONTRACT 

Social Services Agreement 2 
Updated 7/31/2019 

the availability of funding, the City has the option to offer two one-year renewal options at 
the same compensation. 

4. TIME OF PERFORMANCE. Said Scope of Services (Exhibit A) of Operating Agency are to
commence as follows: 

A. Grant Year 1: October 1, 2022 and be completed not later than September 30, 2023.
Assuming continued community need for the service, satisfactory progress towards
established program goals, satisfactory compliance with reporting and auditing requirements
and availability of funding, optional one-year awards will commence as follows:

B. Grant Year 2: October 1, 2023 and be completed not later than September 30, 2024

C. Grant Year 3: October 1, 2024 and be completed not later than September 30, 2025,

5. COMPENSATION, METHOD OF PAYMENT, AND QUARTERLY REPORT.  City will pay
CONTRACTOR an amount not to exceed the sum of _____________________________
which shall constitute full and complete compensation to the Operating Agency for the
performance of services.  Said sum shall be paid for full performance of those services
described in Exhibit A (Scope of Services), and said sum.  and may be adjusted for
unsatisfactory performance of those services described by Exhibit A (Scope of Services) to
this Contract.

or 
Said compensation shall be paid in installments by the CITY out of the CITY’s General Fund
Community Development Block Grant Funds or other funds as they become available. .  The
CONTRACTOR shall be paid within forty-five (45) days of presentation of an invoice for
those paid on a fee for service basis to the CITY for services performed to the CITY’s
satisfaction.  For those paid on a fee for service basis, the CONTRACTOR shall submit
quarterly invoices describing the services performed, the date services were performed, a
description of reimbursable costs, and any other information requested by the CITY.  No
funds will be released to CONTRACTOR until both CONTRACTOR’s program director and
fiscal director have attended CITY-sponsored orientation sessions on program and fiscal
reporting.

On the fifteenth calendar day of each quarter (in the months of January, April, July, and
October), CONTRACTOR shall submit to the City a Quarterly Program Report documenting
the amount of services provided in the previous quarter and a Project Cost Report
documenting the cost of services provided.

On or before October 31, CONTRACTOR shall submit to the CITY a final closeout report
consisting of a Project Cost Report documenting the cost of services provided in the grant
year.

Any money received by the CONTRACTOR hereunder and not expended for expenses
incurred pursuant hereto in accordance with Exhibit B (Budget) to this Contract and during
the term of this contract shall be returned promptly to the CITY upon the expiration or
termination of the term of this Contract.



CITY OF WEST HOLLYWOOD 
SOCIAL SERVICES CONTRACT 

Social Services Agreement 3 
Updated 7/31/2019 

6. ELIGIBILITY FOR SERVICES.  CONTRACTOR shall provide services to residents, property
and business owners, and persons who work, attend school, or spend a significant amount
of time unhoused in the City of West Hollywood (collectively referred to as “West Hollywood
community members”) and shall document West Hollywood affiliation as a condition
precedent to receipt of City funds.  City funds may be used only to provide services to West
Hollywood community members.

7. FEES.  CONTRACTOR shall not charge clients for services provided.   Clients must be
informed of this policy.

8. CONTRACT ADMINISTRATION.

A. The CITY’s Representative.  Unless otherwise designated in writing, David Giugni,
Social Services Manager, shall serve as the CITY’s representative for the
administration of the project.  All activities performed by the CONTRACTOR shall
be coordinated with this person.

B. Manager-in-Charge.  For the CONTRACTOR, _____________________ shall be in
charge of the project on all matters relating to this Contract and any
agreement or approval made by her/him shall be binding on the
CONTRACTOR.  The Manager-in-Charge shall not be replaced without the
written consent of the CITY.

C. Responsibilities of the CITY.  CITY’s staff shall work with the CONTRACTOR as
necessary to facilitate performance of the services.

D. Personnel.  The CONTRACTOR represents that it has or will secure at its own
expense all personnel required to perform the services under this Contract.  All
of the services required under this Contract will be performed by the
CONTRACTOR or under its supervision, and all personnel engaged in the work
shall be qualified to perform such services.  The CONTRACTOR reserves the right
to determine the assignment of its own employees to the performance of the
CONTRACTOR’s services under this Contract, but the CITY reserves the right, for
good cause, to require the CONTRACTOR to exclude any employee from
performing services on the CITY’s premises.

9. PROGRAM EVALUATION AND REVIEW.  CONTRACTOR shall make available for
inspection its performance, financial, and all other records pertaining to the performance of
this Contract to authorized CITY personnel to inspect and monitor its facilities and program
operations, including the interview of CONTRACTOR staff and program participants as
required by CITY.  During such reviews, the confidentiality of those persons utilizing the
services of the CONTRACTOR shall be respected.  Should it be appropriate and necessary,
and if the CITY agrees, identifying information such as the last names of service recipients



CITY OF WEST HOLLYWOOD 
SOCIAL SERVICES CONTRACT 

Social Services Agreement 4 
Updated 7/31/2019 

may be deleted from such records.  CONTRACTOR agrees to submit all data that are 
necessary to complete reports which may be required by CITY. 

10. MONITORING AND EVALUATION.  To ensure proper performance of this Contract and that
the social services are conducted for the CITY and its residents, business and property
owners, and persons employed in CITY, persons who spend a significant amount of time
unhoused in the CITY, and students who attend an educational institution in the CITY, the
CITY will monitor, evaluate, and provide guidance to the CONTRACTOR in the performance
of this Contract.  Authorized representatives of the CITY shall have the right of access to all
activities and facilities operated by the CONTRACTOR, and all CONTRACTOR’s files,
records, and other documents related to the performance of this Contract.  Activities include
attendance at staff, Board of Directors, advisory committee and advisory board meetings,
and observation of ongoing program functions.  The CONTRACTOR will insure the
cooperation of its staff and board members in such efforts.  The City Manager or the City
Manager’s designee will conduct periodic program progress reviews.  These reviews will
focus on the extent to which the planned program has impacted CITY community members
and has achieved measurable goals.

The CONTRACTOR shall use a CITY-approved client evaluation system.  Materials shall be
made available for review by CITY staff as part of the program evaluation process.  During
such review the confidentiality of clients shall be respected.

CONTRACTOR agrees to prepare and submit Quarterly Cost Reports, and other reports as
required by the CITY in accordance with Exhibit B. CONTRACTOR shall ensure that its
employees and board members furnish such information which, in the judgment of CITY
representatives, may be relevant to a question of compliance with contractual conditions
with CITY, granting agency directives, or with the effectiveness, legality, and achievements
of the program.

11. ACCOUNTING, AUDITING AND REVENUE DISCLOSURE REQUIREMENT.  The
CONTRACTOR must establish and maintain on a current basis an adequate accrual or
modified accrual accounting system in accordance with generally accepted accounting
principles and standards.  CONTRACTOR certifies that it has previously filed with CITY its
most recent certified annual audit listing all revenue received by CONTRACTOR from
Federal, State, County, or CITY sources, or other governmental agencies.  Such statement
reflects the name and a description of such project or business activity, the dollar amount of
funding provided by each and every governmental agency to each such project or business
activity, and the full name of each such governmental agency.

The CONTRACTOR shall make available for inspection and audit to CITY representatives,
upon request, at any time during the term of this Contract and during a period of five (5)
years thereafter, all of its books and records relating to the operation of each project or
business activity which is funded in whole or in part with governmental monies, including the
project funded under this Contract, whether or not such monies are received through CITY.
All such books and records shall be maintained by the CONTRACTOR at a location within
Los Angeles County.

The CONTRACTOR agrees that in the event the program established hereunder is
subjected to audit exceptions by appropriate State and Federal audit agencies, it shall be



CITY OF WEST HOLLYWOOD 
SOCIAL SERVICES CONTRACT 

Social Services Agreement 5 
Updated 7/31/2019 

responsible for complying with such exceptions and paying the CITY the full amount of 
CITY’s liability to the funding agency resulting from such audit exceptions.  The 
CONTRACTOR agrees to have an annual audit performed by an independent Certified 
Public Accounting firm if CONTRACTOR receives Fifty Thousand Dollars ($50,000) or more 
as a grant from CITY.  A copy of the audited financial statements will be submitted to the 
CITY. 

12. AUDITS.  The CONTRACTOR’s program will be audited in accordance with the CITY’s
policy and funding source guidelines.  The CITY or its authorized representatives shall, at all
times, have access for the purpose of audit or inspection to any and all books, documents,
papers, records, property, and premises of the CONTRACTOR.  The CONTRACTOR’s staff
will cooperate fully with authorized auditors when they conduct audits and examinations of
the CONTRACTOR’s program.

13. EXPENDITURES.  Expenditures made by the CONTRACTOR in the operation of this
Contract shall be in strict compliance and conformity with the Budget set forth in Exhibit B
(Budget) to this contract, unless prior written approval for an exception is obtained from the
City Manager or the City Manager’s designee.  CONTRACTOR may not charge the CITY
grant for administrative overhead costs in excess of 10% of the CITY grant amount.

14. RELIGIOUS AND POLITICAL ACTIVITIES.  The CONTRACTOR agrees that funds under
this contract will be used exclusively for performance of the work required under this
Contract, and that no funds made available under this contract shall be used to promote
religious or political activities.  Further, the CONTRACTOR agrees that it will not perform,
nor permit to be performed, any religious or political activities in connection with the
performance of this Contract.

15. CONTRACT ADMINISTRATION.  The City Manager of the City, hereinafter called “City
Program Director,” or the City Manager’s designee, shall have full authority to act for the City
in the administration of this contract consistent with the provisions contained herein.

16. CITY COORDINATION OF SERVICE.  The CONTRACTOR will act as a member of a larger
CITY-wide service delivery system.  CONTRACTOR will participate under the direction of
CITY staff in planning and evaluating CITY services and in gathering information regarding
community needs.  CONTRACTOR is required to attend coordinating meetings as directed
by the CITY.

17. CONTRACTOR PERSONNEL.  CONTRACTOR must notify CITY in writing of all changes in
administrative and fiscal staff having responsibility for this grant, whether or not these
positions are directly funded by CITY and must submit resumes of all said personnel.
CONTRACTOR must notify CITY in writing of all changes in membership of its Board of
Directors.

18. INDEMNIFICATION.  CONTRACTOR shall indemnify and hold harmless CITY from and
against all liability arising out of or in connection with CONTRACTOR’s negligent or wrongful
acts, errors or omissions in the performance of work hereunder or its failure to comply with
any of its obligations contained in this Contract. In the event that CITY is named as a party
defendant in a lawsuit alleging injury as a result of CONTRACTOR’s negligent or wrongful
performance under this Contract, CONTRACTOR shall defend City with counsel approved
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by CITY, which approval will not be unreasonably withheld, and bear responsibility for 
attorney’s fees, expert fees and all other costs and expenses of litigation.  Should conflict of 
interest principles preclude a single lawyer from representing both CITY and 
CONTRACTOR, or should CITY otherwise find CONTRACTOR’s legal counsel 
unacceptable, then CONTRACTOR shall reimburse the CITY its costs of defense, including 
without limitation reasonable attorney’s fees, expert fees and all other costs and expenses 
of litigation. Contractor shall promptly pay any final, non-appealable judgment rendered 
against the CITY. It is expressly understood and agreed that the foregoing provisions are 
intended to be as broad and inclusive as is permitted by the law of the State of California but 
the indemnity obligation will exclude such loss or damage which is determined to be caused 
by the sole active negligence or willful misconduct of the City.  The obligations established 
by this paragraph will survive termination of this Contract. 

For purposes of this paragraph: 

• CITY means the City Council and its subordinate bodies, elected and appointed City
officials and officers, City employees and authorized agents and volunteers of the City of
West Hollywood.

• Liability means any claims or causes of action raised or asserted by, damage to, loss or
expense incurred by or judgments rendered in favor of persons or entities not a party to
this Contract.

• The types of damages included within this indemnity obligation include, but are not
limited to, personal injury, bodily injury, death, loss of use, and damage to or loss of real
and personal property.

The indemnity obligation of this paragraph includes all forms of negligent acts, errors and 
omissions, wrongful behavior and willful misconduct (including but not limited to breaches of 
professional standards of care, if applicable, and breach of contract) by CONTRACTOR and 
any of its officers, agents employees and subcontractors.  

19. INSURANCE.  Without limiting the CONTRACTOR ’s indemnification of the CITY, the
CONTRACTOR shall provide and maintain at its own expense during the term of this
Contract policies of insurance satisfactory to the CITY covering its operations hereunder.
Such insurance shall be secured through a carrier satisfactory to the CITY.  CITY has
established a satisfactory rating for insurance carriers maintaining a Best’s rating of A-:VII.
Certificates of insurance evidencing coverage, along with policy endorsements, shall be
delivered to the CITY no later than fifteen (15) days after execution of this contract.
CONTRACTOR shall give CITY at least thirty (30) days written notice of any modification,
change or cancellation of any policy of insurance or as allowed by the insurance carrier. The
City reserves the right to waive certain insurance requirements based upon the services
provided. CONTRACTOR is to acquire the following insurance coverage:

A. GENERAL LIABILITY INSURANCE:  The CONTRACTOR shall maintain commercial
general liability insurance in an amount of not less than one million dollars ($1,000,000)
per occurrence for bodily injury, personal injury, and property damage.  If a commercial
general liability insurance form or other form with a general aggregate limit is used,
either the general aggregate limit shall apply separately to the work to be performed
under this Contract or the general aggregate limit shall be at least twice the required
occurrence limit.
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B. PROFESSIONAL LIABILITY INSURANCE:  The CONTRACTOR shall maintain
professional errors and omissions liability insurance for protection against claims
alleging negligent acts, errors, or omissions which may arise from the CONTRACTOR’s
operations under this Contract, whether such operations be by the CONTRACTOR or by
its employees, subcontractors, or subconsultants.  The amount of this insurance shall
not be less than one million dollars ($1,000,000) on a claims-made annual aggregate
basis, or a combined single-limit-per-occurrence basis.

C. MEDICAL MALPRACTICE INSURANCE:  If CONTRACTOR provides health services,
any physician(s) or medical service provider(s) extending such services shall maintain
medical malpractice coverage with limits not less than one million dollars ($1,000,000).

D. WORKERS’ COMPENSATION INSURANCE:  The CONTRACTOR shall maintain
Workers’ Compensation Insurance and Employer’s Liability Insurance for its employees
in accordance with the laws of the State of California.  In addition, the CONTRACTOR
shall require any and every subcontractor to similarly maintain Workers’ Compensation
Insurance and Employer’s Liability Insurance in accordance with the laws of the State of
California for all of the subcontractor’s employees.  Any notice of cancellation or non-
renewal of all Workers’ Compensation policies must be received by the CITY at least
thirty (30) days prior to such change or in accordance with the policy provisions.  The
insurer shall agree to waive all rights of subrogation against the CITY, its officers,
agents, employees, and volunteers for losses arising from work performed by the
CONTRACTOR for CITY.

E. AUTOMOBILE LIABILITY INSURANCE:  The CONTRACTOR shall maintain commercial
automobile liability insurance covering bodily injury and property damage for all activities
of the CONTRACTOR arising out of or in connection with the work to be performed
under this Contract, including coverage for owned, hired, and non-owned vehicles, in an
amount of not less than one million dollars ($1,000,000) combined single limit for each
occurrence.  If CONTRACTOR or CONTRACTOR employees will use personal autos in
any way on this project, CONTRACTOR shall obtain evidence of personal auto liability
coverage for each such person as appropriate.

F. SEXUAL/PHYSICAL ABUSE LIABILITY: Any CONTRACTOR extending services to
minors shall evidence coverage in an amount of not less than one million dollars
($1,000,000) per occurrence.

G. CRIME INSURANCE:  A comprehensive blanket crime coverage policy in an amount not
less than one hundred thousand dollars ($100,000) insuring against loss of money,
securities, or other property referred to hereunder which may result from (a) dishonesty
of fraudulent acts of officers, directors, or employees (commercial blanket form) of the
CONTRACTOR ; or (b) disappearance, destruction, or wrongful abstraction inside or
outside the premises of the CONTRACTOR  while in the care, custody, or control of the
CONTRACTOR; or (c) sustained through forgery or alteration of checks, drafts, or any
other order or direction to pay a certain sum in money.  The policy shall be primary to
any other similar insurance, shall include loss payee’s endorsement in favor of CITY and
shall contain a provision stating that the insurance carrier will provide thirty (30) days
advance notification of cancellation of such insurance or in accordance with policy
provisions.
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H. POLICY ENDORSEMENTS:  Each general liability insurance policy and automobile
liability insurance policy shall be issued by insurers possessing a Best’s rating of no less
than A-:VII.  Each general liability insurance policy shall be endorsed with the specific
language below. CITY will request copies of all required policy endorsements to
evidence coverage modifications. CONTRACTOR also agrees to require all contractors,
and subcontractors to do likewise.

i. “The CITY, its elected or appointed officers, officials, employees, agents, and
volunteers are to be covered as additional insureds with respect to liability arising
out of work performed by or on behalf of the CONTRACTOR, including materials,
parts, or equipment furnished in connection with such work or operations.”

ii. This policy shall be considered primary insurance as respects the CITY, its
elected or appointed officers, officials, employees, agents, and volunteers.  Any
insurance maintained by the CITY, including any self-insured retention the CITY
maintains, shall be considered excess insurance only and shall not contribute
with this policy.

iii. This insurance shall act for each insured and additional insured as though a
separate policy had been written for each, except with respect to the limits of
liability of the insuring company.

iv. Notwithstanding the provisions included in any of the ISO Additional Insured
Endorsement forms, CONTRACTOR acknowledges that the insurance coverage
and policy limits set forth in this section constitute the minimum amounts of
coverage required.  Any insurance proceeds available to the CITY in excess of
the limits and coverage required in this agreement and which is applicable to a
given loss will be available to the CITY.

v. The insurer waives all rights of subrogation against the CITY, its elected or
appointed officers, officials, employees, or agents regardless of the applicability
of any insurance proceeds and agrees to require all subcontractors to do
likewise.

vi. Any failure to comply with reporting provisions of the policies shall not affect
coverage provided to the CITY, its elected or appointed officers, officials,
employees, agents, or volunteers.

vii. The insurance provided by this policy shall not be suspended, voided or reduced
in coverage or in limits except after thirty (30) days’ written notice has been
submitted to the CITY and approved of in writing, except in the case of
cancellation, for which ten (10) days’ written notice shall be provided or in
accordance with policy provisions.

viii. CONTRACTOR agrees to provide immediate notice to CITY of any claim or loss
against CONTRACTOR arising out of the work performed under this agreement.
CITY assumes no obligation or liability by such notice but has the right (but not
the duty) to monitor the handling of any such claim or claims if they are likely to
involve CITY.
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I. SELF-INSURED RETENTIONS/DEDUCTIBLES.  All policies required by this Contract
shall allow CITY, as additional insured, to satisfy the self-insured retention (“SIR”) and/or
deductible of the policy in lieu of the CONTRACTOR (as the named insured) should
CONTRACTOR fail to pay the SIR or deductible requirements.  The amount of the SIR
or deductible shall be subject to the approval of the City Attorney and the Finance
Director.  CONTRACTOR understands and agrees that satisfaction of this requirement is
an express condition precedent to the effectiveness of this Contract. Failure by
CONTRACTOR as primary insured to pay its SIR or deductible constitutes a material
breach of this Contract.  Should CITY pay the SIR or deductible on CONTRACTOR s
behalf upon the CONTRACTOR’s failure or refusal to do so in order to secure defense
and indemnification as an additional insured under the policy, CITY may include such
amounts as damages in any action against CONTRACTOR for breach of this Contract in
addition to any other damages incurred by CITY due to the breach.

J. CERTIFICATES OF INSURANCE.  The CONTRACTOR shall provide certificates of
insurance with policy endorsements to the CITY as evidence of the insurance coverage
required herein.  Certificates of insurance and related policy endorsements shall be filed
with the CITY on or before commencement of performance of this Contract.  Current
insurance documentation shall be kept on file with the CITY at all times during the term
of this Contract.

K. FAILURE TO MAINTAIN.  Failure on the part of the CONTRACTOR to procure or
maintain required insurance shall constitute a material breach of contract under which
the CITY may terminate this Contract pursuant to terms and conditions contained herein.

20. ASSIGNMENT.  The parties recognize that a substantial inducement to the CITY for
entering into this Contract is the professional reputation, experience, and competence of the
CONTRACTOR.  Assignments of any or all rights, duties, or obligations of the
CONTRACTOR under this Contract will be permitted only with the express consent of the
CITY.  The CONTRACTOR shall not subcontract any portion of the work to be performed
under this Contract without the written authorization of the CITY.  If the CITY consents to
such subcontract, the CONTRACTOR shall be fully responsible to the CITY for all acts or
omissions of the subcontractor.  Nothing in this Contract shall create any contractual
relationship between the CITY and subcontractor nor shall it create any obligation on the
part of the CITY to pay or to see to the payment of any monies due to any such
subcontractor other than as otherwise is required by law. Any attempt by CONTRACTOR to
assign any performance of the terms of this contract shall be null and void and shall
constitute a material breach of this contract.

21. COMPLIANCE WITH LAWS, CODES, ORDINANCES, AND REGULATIONS.  The
CONTRACTOR shall use the standard of care in its profession to comply with all applicable
federal, state, and local laws, codes, ordinances, and regulations and directives as they
relate to the performance of this contract.

A. TAXES.  The CONTRACTOR agrees to pay all required taxes on amounts paid to the
CONTRACTOR under this Contract, and to indemnify and hold the CITY harmless from
any and all taxes, assessments, penalties, and interest asserted against the CITY by
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reason of the independent contractor relationship created by this Contract.  In the event 
that the CITY is audited by any Federal or State agency regarding the independent 
contractor status of the CONTRACTOR and the audit in any way fails to sustain the 
validity of a wholly independent contractor relationship between the CITY and the 
CONTRACTOR, then the CONTRACTOR agrees to reimburse the CITY for all costs, 
including accounting and attorneys’ fees, arising out of such audit and any appeals 
relating thereto.  

B. WORKERS’ COMPENSATION LAW.  The CONTRACTOR shall fully comply with the
workers’ compensation law regarding the CONTRACTOR and the CONTRACTOR’s
employees.  The CONTRACTOR further agrees to indemnify and hold the CITY
harmless from any failure of the CONTRACTOR to comply with applicable workers’
compensation laws.  The CITY shall have the right to offset against the amount of any
compensation due to the CONTRACTOR under this Contract any amount due to the
CITY from the CONTRACTOR as a result of the CONTRACTOR ’s failure to promptly
pay to the CITY any reimbursement or indemnification arising under this Section.

C. LICENSES.  The CONTRACTOR represents and warrants to the CITY that it has all
licenses, permits, qualifications, insurance, and approvals of whatsoever nature which
are legally required of the CONTRACTOR to practice its profession.  The
CONTRACTOR represents and warrants to the CITY that the CONTRACTOR shall, at
its sole cost and expense, keep in effect or obtain at all times during the term of this
Contract any licenses, permits, insurance, and approvals which are legally required of
the CONTRACTOR to practice its profession.  The CONTRACTOR shall maintain a City
of West Hollywood business license, if required under CITY ordinance.

D. ADA COMPLIANCE.  The CONTRACTOR shall comply with the provisions of the
Americans with Disabilities Act (“ADA”).

E. CODE OF ETHICS. CONTRACTOR hereby affirms that it will abide by the provisions of
the West Hollywood Code of Ethics throughout the term of this Agreement. A copy of
the Code of Ethics is attached as Exhibit E.

22. EMPLOYEE MEDICAL INSURANCE: CONTRACTOR shall provide to each employee
whose compensation is derived in whole or in part from CITY grant funds under and
pursuant to this Contract a policy of medical insurance coverage or a stipend to be used for
payment of personal medical insurance.  The amount of coverage as well as other aspects
of the plan is set forth in Exhibit B hereto.

23. AIDS EDUCATION AND VOTER REGISTRATION.  AIDS education and voter registration
materials shall be made available to employees, volunteers, and clients by the
CONTRACTOR.

24. NON-DISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY.  The
CONTRACTOR represents and agrees that it does not and will not discriminate
against any employee or applicant for employment because of race, religion, color,
national origin, sex, sexual orientation, gender identity, political affiliation or opinion,
medical condition, or pregnancy or pregnancy-related condition.  The
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CONTRACTOR will take affirmative action to ensure that applicants are employed, 
and that employees are treated during employment without regard to 
their race, religion, color, national origin, sex, sexual orientation, gender 
identity, political affiliation or opinion, medical condition, or pregnancy or 
pregnancy-related condition.  Such action shall include, but not be limited to the 
following:  employment, upgrading, demotion or transfer; recruitment or recruitment 
advertising; layoffs or termination; rates of pay or other forms of compensation; and 
selection for training, including apprenticeship.  The CONTRACTOR agrees to include 
in all solicitations or advertisements for employment and to post in conspicuous 
places, available to employees and applicants for employment, notices setting 
forth the provisions of this nondiscrimination clause. 

25. ARAB LEAGUE BOYCOTT OF ISRAEL.  CONTRACTOR hereby affirms it does not honor
the Arab League Boycott of Israel. 

26. LIVING WAGE ORDINANCE.   CONTRACTOR shall abide by the provisions of the West
Hollywood Living Wage Ordinance.  During the term of this agreement, CONTRACTOR
shall keep on file with the CITY sufficient evidence of its employee compensation to enable
verification of compliance with the West Hollywood Living Wage Ordinance.

27. INDEPENDENT CONTRACTOR.  The CONTRACTOR is and shall at all times remain as to
the CITY a wholly independent CONTRACTOR.  Neither the CITY nor any of its agents
shall have control over the conduct of the CONTRACTOR or any of the
CONTRACTOR’s employees or agents, except as herein set forth.  The CONTRACTOR
shall not at any time or in any manner represent that it or any of its agents or
employees are in any manner agents or employees of the CITY.  The CONTRACTOR
shall have no power to incur any debt, obligation, or liability on behalf of the CITY or
otherwise act on behalf of the CITY as an agent.

28. EQUAL BENEFITS ORDINANCE, No. 03-662.  The CONTRACTOR shall abide by the
provisions of the West Hollywood Equal Benefits Ordinance.  During the term of this
Contract, the CONTRACTOR shall keep on file sufficient evidence of its employee
compensation and any applicable benefits packages, as those benefits relate to
the coverage of the domestic partners of CONTRACTOR’s employees, which shall
include; bereavement leave; family medical leave, and health insurance benefits,
to enable verification of compliance with the West Hollywood Equal Benefits
Ordinance.

29. LANGUAGE CREDITING THE CITY.  The CONTRACTOR shall include in all of its
promotional literature and appropriate exterior and interior signage language crediting the
CITY as a financial supporter of the CONTRACTOR and its programs.



CITY OF WEST HOLLYWOOD 
SOCIAL SERVICES CONTRACT 

Social Services Agreement 12 
Updated 7/31/2019 

30. CONFLICT OF INTEREST.  The CONTRACTOR confirms that it has no financial,
contractual, or other interest or obligation that conflicts with or is harmful to performance of
its obligations under this Contract.  The CONTRACTOR shall not during the term of this
Contract knowingly obtain such an interest or incur such an obligation, nor shall it employ or
subcontract with any person for performance of this Contract who has such incompatible
interest or obligation
The CONTRACTOR and its agents and employees shall comply with all applicable Federal,
State, and local laws and regulations governing conflicts of interest.  To this end, the
CONTRACTOR shall make available to its agents and employees copies of all applicable
Federal, State, and local laws and regulations governing conflict of interest.  CONTRACTOR
shall furnish to the CITY, prior to the execution of this contract, a written list of all current or
proposed subgrantees, subcontractors, vendors, and personal service providers, including
subsidiaries of the CONTRACTOR, which shall receive Ten Thousand Dollars ($10,000) or
more from this Contract.  Such a list shall include the names, addresses, telephone
numbers, identification of principal parties, and a description of the services to be provided.
During the term of this Contract, CONTRACTOR shall notify the CITY in writing within fifteen
(15) days of any change in the list of subgrantees, subcontractors, vendors, personal
service providers, or subsidiaries of the CONTRACTOR.

31. NOTICES.  All Notices permitted or required under this Contract shall be in writing and shall
be deemed made when delivered to the applicable party’s representative as provided in this
Contract.  Additionally, such notices may be given to the respective parties at the following
addresses, or at such other addresses as the parties may provide in writing for this purpose.

Such notices shall be deemed made when personally delivered or when mailed forty-eight
(48) hours after deposit in the U.S. mail, first-class postage prepaid, and addressed to the
party at its applicable address.

CITY 
City of West Hollywood 

8300 Santa Monica Blvd. 
West Hollywood, CA 90069-6216 

Attention: __________________________ 

CONTRACTOR:  
Organization Name 

Street Address, City State ZIP 
Attention: __________________________ 

32. GOVERNING LAW.  This Contract shall be governed by the laws of the State of
California.  Venue shall be in Los Angeles County, California.
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33. MODIFICATION OF CONTRACT.  The City Manager, or the City Manager’s designee, may
grant a modification to this Contract and the Exhibit A, A-1, and/or Exhibit B to this contract
when such modification:
A. will not change the essential purpose of this Contract or the City Council approved

program concept;
B. does not exceed in aggregate twelve calendar months;
C. does not alter the amount of compensation under this contract;
D. does not decrease the overall minimum goals of the program as set forth in Exhibit A to

this contract; and
E. is in the best interest of the CITY.

34. ENTIRE AGREEMENT; MODIFICATION.  This Contract supersedes any and all other
agreements, either oral or written, between the parties, and contains all of the covenants
and agreements between the parties.  Each party to this Contract acknowledges that no
representations, inducements, promises, or agreements, oral or otherwise, have been made
by any party, or anyone acting on behalf of any party, which are not embodied herein.  Any
agreement, statement, or promise not contained in the Contract, and any modification to the
Agreement, will be effective only if signed by both parties.

35. TERMINATION OF SERVICES TO CLIENTS FOR MISCONDUCT.  Within thirty (30) days
of the effective date of this Contract, CONTRACTOR shall adopt a written policy, acceptable
to the Department of Human Services and Rent Stabilization of the CITY, governing the
termination of services to clients of the CONTRACTOR due to criminal, violent, or other
misconduct.  CONTRACTOR shall maintain such a policy in force, and implement that
policy, throughout the term of this Contract and any extension of this Contract.

36. TERMINATION AND TERMINATION COSTS.  This contract may be terminated with or
without cause at any time by either party upon giving thirty (30) days’ notice in writing to the
other party.  The City Manager is hereby empowered to prepare said notice.  In the event of
termination, CONTRACTOR shall cease services as of the date of termination and shall be
compensated for services performed to the CITY's satisfaction up to the date of termination.
CONTRACTOR shall reimburse CITY on a pro-rata basis for all monies received through
CITY not expended for the operation of terminated project for the duration of this Contract.

37. NONCOMPLIANCE WITH TERMS.  In the event of noncompliance by CONTRACTOR with
any of the requirements of this contract, the City Manager may demand in writing that the
CONTRACTOR take the necessary steps within a specified time frame to achieve
compliance.  In so doing, the City Manager may in his/her discretion establish enhanced or
more rigorous administrative procedures, reporting requirements or monitoring beyond what
is required by this contract to assure continued compliance, and CONTRACTOR shall
adhere to those measures.  The City Manager may withhold payments otherwise due and
owning under this contract until and unless CONTRACTOR is in full compliance with
requirements of the contract and of any measures imposed to assure compliance.  The
provisions of this paragraph are optional with the City Manager and are not a prerequisite to
termination by CITY under Paragraph 36.

38. WAIVER.  Waiver of a breach or default under this Contract shall not constitute a continuing
waiver of a subsequent breach of the same or any other provision under this agreement.
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Payment of any invoice by the CITY shall not constitute a waiver of the CITY’s right to obtain 
correction or replacement of any defective or noncompliant work product. 

39. EXECUTION.  This Contract may be executed in several counterparts, each of which shall
constitute one and the same instrument and shall become binding upon the parties when at
least one copy hereof shall have been signed by both parties hereto.  In approving this
Contract, it shall not be necessary to produce or account for more than one such
counterpart.

40. AUTHORITY TO ENTER AGREEMENT.  The CONTRACTOR has all requisite power and
authority to conduct its business and to execute, deliver, and perform this Contract.  Each
party warrants that the individuals who have signed this Contract have the legal power, right,
and authority to make this Contract and to bind each respective party.

/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
/ 
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IN WITNESS WHEREOF, the parties have executed this Contract the ____ day of 
________________, 20_____. 

CITY OF WEST HOLLYWOOD CONTRACTOR 

BY _ BY _ ___________________________ 

Christof Schroeder, Signature 
Department Director 

_______________________________ 
Print Name 

_______________________________ 
Title 

BY __________________________ AND 
David Wilson, City Manager 

BY _____________________________ 
Signature 

________________________________ 
Print Name 

________________________________ 
Title 

ATTEST 

BY ___________________________ 
Melissa Crowder, City Clerk  
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Exhibit A 

Scope of Services: 

Include specific tasks, in-person meetings, interim work products (if any) and at least one final 
work product (e.g., a report or memo).  

Time of Performance: 

Include a schedule or timeline for delivering interim and final work products. May include 
specific dates or the number of weeks (e.g., within 30 days of project initiation).  

Special Payment Terms:     NONE 

E.g., include a pricing sheet or hourly rate, if required or implied.  Otherwise, state “None”.
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Add budget info



EXHIBIT E 
CITY OF WEST HOLLYWOOD 

CODE OF ETHICS FOR CONTRACTORS 

The purpose of this Code of Ethics (“Code of Ethics”) is to define the ethical 
standards for CONTRACTORS providing services to the CITY of West Hollywood. This 
Code of Ethics consists of policies and implementing rules intended to advance the 
CITY’s goals of providing professional services to the public. All CONTRACTORS hired 
by the CITY shall pledge in writing to abide by the CITY’s Code of Ethics.  

Policy 1.  CONTRACTORS shall be committed to the CITY. 

Rules: 

1.1     CONTRACTOR will serve the CITY with integrity, competence, 
independence, objectivity, and professionalism. 

1.2     CONTRACTOR will mutually establish with the CITY realistic expectations 
of the benefits and the results of the services. 

1.3 CONTRACTOR will only accept assignments for which CONTRACTOR 
possesses the requisite experience and competence to perform and will only assign 
staff or engage colleagues with the knowledge and expertise needed to serve the CITY 
effectively. 

1.4 Before accepting any engagement, CONTRACTOR will ensure that 
CONTRACTOR has worked with the CITY to establish a mutual understanding of the 
objectives, scope, work plan, and fee arrangements. 

1.5 CONTRACTOR will treat appropriately all confidential CITY information 
that is not public knowledge, take reasonable steps to prevent it from access by 
unauthorized people, and will not take advantage of proprietary or privileged 
information, either for use by CONTRACTOR or any third party, without the CITY’s 
express written permission. 

1.6 CONTRACTOR will avoid conflicts of interest or the appearance of such 
and will immediately disclose to the CITY circumstances or interests that 
CONTRACTOR believe may influence the judgment or objectivity of CONTRACTOR.  

1.7 CONTRACTOR will offer to withdraw from a consulting assignment when 
CONTRACTOR believes the objectivity or integrity of the CONTRACTOR may be 
impaired. 
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Policy 2.  CONTRACTORS shall be committed to fiscal integrity. 

Rules: 

 2.1     CONTRACTOR will agree in advance with the CITY on the basis for fees 
and expenses and will charge fees that are reasonable and commensurate with the 
services delivered and the responsibility accepted. 

2.2 CONTRACTOR will not accept commissions, remuneration, or other 
benefits from a third party in connection with the recommendations to the CITY and will 
disclose in advance any financial interests that form any part of recommendations to the 
CITY. 

Policy 3.  CONTRACTORS shall be committed to the public and the 
profession. 

Rules: 

3.1 CONTRACTOR will report to the CITY Manager any violation of this Code 
of Ethics, dangerous behavior, or illegal activities witnessed by the CONTRACTOR 
during the performance of the services for the CITY. 

3.2 CONTRACTOR will respect the rights of consulting colleagues and 
consulting firms and will not use their proprietary information or methodologies without 
permission. 

3.3 CONTRACTOR will represent the profession with integrity and 
professionalism in relations with clients, colleagues, and the general public. 

3.4 CONTRACTOR will not advertise services in a deceptive manner or 
misrepresent or denigrate individual consulting practitioners, consulting firms, or the 
consulting profession. 

3.5 CONTRACTOR will promote adherence to the Code of Ethics by other 
member CONTRACTORs working on CONTRACTOR’s behalf. 

Approved by City Council Minute Order on February 3, 2020 
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DRAFT 

The City requires the following types of insurance coverage in the form of original, signed insurance 
certificates: 
• General Liability ($1,000,000 per occurrence)
• Crime Coverage (not less than $10,000)
• Auto Liability (where applicable) Coverage: not less than three hundred thousand dollars ($300,000)

combined single limit per occurrence
• Worker's Compensation (meeting State of California standards)
You must submit certificates demonstrating that these insurance policies are in effect. Please make careful note
of the following mandatory requirements regarding the General Liability and Crime coverage when arranging
for certificates to be submitted to the City:

Additionally Insured Party - A separate Additional Insured Endorsement naming the "City of West 
Holly w ood, 8300 Santa Monica Blvd, West Holly w ood CA 90069" as an Additional Insured on the General 
Liability policy. This endorsement is often provided via the ISO form CG 20 26 07 04 or similar. A sample is 
attached. 

The endorsement certificate in particular may be new to you; these have always been required as part of our 
social services agreement (see section 18 for more detail), but the City has only recently begun collecting them 
for our contract files. Due to changes in our Finance processes, we can no loneer release payments unless 
both of these insurance documents have been received. 

30-Day Ironclad Cancellation- The City must receive 30 days written notice of cancellation. Please note that
the standard cancellation clause carried on certificates of insurance fails to meet this standard and must be
amended PRIOR to submission to the City. An acceptable cancellation clause would read as follows
provided that the certificate names the City as the certificate holder and as an additionally insured party:

"Should any of the above described policies be cancelled before the expiration 
date thereof, the issuing company will mail 30 days written notice to the 
certificate holder." 

Also, if your agency provides legal services, we need the professional liability insurance certificate of 
insurance. I f  your agency provides medical/physician services, we need the medical malpractice certificate of 
insurance. Current insurance certificates must be supplied to the City in order for your contract to be in 
compliance. No payment on your grant with the City can be made until your insurance is current. Please 
submit certificates to: 

City of West Hollywood 
8300 Santa Monica Blvd. 

West Hollywood, CA 90069 
Attn: Joyce Britton 

or e-mailed to 
jbritton@weho.org 

G:\human\soc-svcs\agencies\orient\insurance 
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