COUNTY OF LOS ANGELES DEPARTMENT OF MENTAL HEALTH

CONTRACT NEGOTIATION PACKAGE PART V

INSTRUCTIONS FOR SUBMISSION OF

REQUIRED SUPPLEMENTAL DOCUMENTATION


A. Board of Directors/Corporate Officers – Submit a current listing of names and addresses, including positions held.  Include a listing of all community advisory groups.

B. Authorized  Person(s)/Position(s) Legally Able to Conduct Business of Agency – List persons/positions legally empowered to sign contracts for the contract year and contract renewal term.  Documentation supporting this authority, i.e., a copy of Board minutes must be provided with the submission of this completed, signed form.
C. Rent and Lease Agreements – Agreements specifying: 1) term; 2) monetary consideration; 3) other consideration; 4) full names and addresses of lessor, including family relationship between lessor and agency; and 5) listing of full names of officers, directors, etc. who have any family relationship with lessor shall be made available upon request.

D. Contracts (Consultants) – Include any/all Consultant contracts.  These documents shall be made available upon request.

E. Organizational Chart (Agency) – Include organizational chart(s) for all current and new programs.

F. State Facility Licenses – Include appropriate/current licenses for each service location and/or program.

G. Medi-Cal  (MC) Certification – Attach copy of letter from either SDMH or County DMH which indicates certification to provide Medi-Cal (MC) services.

H. Equipment Leases – Copies of leases for all equipment, including automobiles, photocopiers, etc. shall be made available upon request.

I. Maintenance Agreements – Copies of all maintenance agreements for equipment shall be made available upon request.

J. Insurance – Address and name of each contract program or site must be identified on policy statement.  If all operations are covered, simply state “all operations.”  The types of insurance listed below must provide the following coverage:

1. General Liability
    $1,000,000 per occurrence;
 $2,000,000 aggregate

2. Automobile Liability
    $1,000,000 per accident

3. Professional Liability    $1,000,000 per occurrence;
 $3,000,000 aggregate

4. Workers’ Compensation shall also include Employers’ Liability coverage with limits of not less than the following:





    $1,000,000 each accident;

    $1,000,000 disease - policy limit;

    $1,000,000 disease - each employee

Additionally, County of Los Angeles must be named as additional insured for General Liability coverage.

K. Articles of Incorporation and all amendments - Shall be submitted at the onset of the initial year and thereafter only if updates or revisions are made during the remaining term of the Agreement.
L. Bylaws and all amendments - Shall be submitted at the onset of the initial year and thereafter only if updates or revisions are made during the remaining term of the Agreement.

M.
Corporate Seal   -   Affix to Articles of Incorporation.  Corporate seal must read the same as agency name, and shall be submitted at the onset of the initial year and thereafter only if updates or revisions are made during the remaining term of the Agreement.

N.
Form of Business Organization – Submit affidavits sworn and executed by contractor’s officers regarding:  1) Business organization, e.g., proprietorship, partnership or corporation; 2) Statement indicating whether or not agency is wholly or substantially owned by another business organization; and 3) Statement indicating whether or not agency wholly or partially owns another business providing services.


This document shall be submitted at the onset of the initial year and thereafter only if updates or revisions are made during the remaining term of the Agreement.
O.
Non-Discrimination in Services and Employment Policy Statement - Submit the following:

1. Policy statement of non-discrimination in delivery of services and employment practices.

2. Non-discrimination in Employment Complaint Procedures.  Include a copy of such procedures which are to be posted by contractor.

3. Written procedures to address complaints concerning non-discrimination in services.  Include a copy of such procedures which are to be posted by contractor.

P.
Federal/State Tax Status - Submit evidence of tax status from IRS and State of California.

Q. Agency Literature - If the budget includes the cost of any literature to be distributed to the public, it is mandatory that a copy of such literature be submitted for review (In compliance with the Contract, the agency is to clearly indicate that the services which it provides under the Agreement are funded by the County of Los Angeles).

R. Job Descriptions - Submit a job description for each staff classification listed for the contract.  Job descriptions should be consistent with the staff items/classifications listed on the personnel sheets of the Budget section.  Job descriptions must contain at least the following:  position title, functional assignment, supervisor, Department or Division, minimum qualifications and duties.

S. Staff Licenses - Submit current licenses for all staff who require licensure.
T. Financial Statements - Submit the most current audited financial statement, including a profit and loss/revenue and expenditure statements and balance sheet as prepared by a Certified Public Accountant.  All financial statements shall be submitted as discussed in Part IV of the Legal Entity Contract Negotiation Package.
U. Contractor Employee Acknowledgement of Employer (Must be maintained on file by contractor.)  The Contractor’s employee acknowledges awareness that he/she is not an employee of the County, while performing services under the contract, and will not acquire any rights or benefits from the County of Los Angeles pursuant to any Agreement between any persons or entity and the County of Los Angeles. 
V. Subcontract(s) - Contractors must have prior written approval from County in order to enter a particular subcontract.  All requests must be in writing, and are subject to the criteria outlined in the Legal Entity Agreement. 
W. Subcontractor Employee Acknowledgement of Employer (Must be maintained on file by contractor.)  The Subcontractor’s employee acknowledges awareness that he/she is not an employee of the County, while performing services under the subcontract, and will not acquire any rights or benefits from the County of Los Angeles pursuant to any Agreement between any persons or entity and the County of Los Angeles.

X. Other Government Contracts - Disclose all contracts with other County, State, and Federal departments/agencies and the amount of each contract.
Y. Certification on Short-Doyle/Medi-Cal Claim (MH1982) for Legal Entity


Submit one form for each year of the Agreement (Certification is applicable for all claims effective the beginning of each year of the contract period.).

Z. Los Angeles County Community Business Enterprise (LAC/CBE) Program
AA.
County’s WebVen Vendor Registration System:  Vendor registration generates a list which County can use to notify contractors of potential contracting opportunities, and also is required to make payments to the contractor.  Once a contractor successfully registers with WebVen, the contractor will be notified by WebVen via email or letter.  New contractors are requested to forward the email or send a copy of the letter to the Chief, Contracts Development and Administration Division to indicate that they have registered.
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