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CITY OF ORANGE 
 

REQUEST FOR PROPOSAL NO. 25-26.24 
 

 
The City of Orange is soliciting proposals from qualified consulting firms to provide Desktop 
Support Services.  
 
This Request for Proposal is set out in the following format: 
 
 
SECTION I - Introduction and Instructions to Proposers 
SECTION II - Proposal Response Requirements 
SECTION III - Scope of Work 
SECTION IV - Evaluation Process/Criteria for Evaluation 
SECTION V - Selection/Award Procedures 
SECTION VI - Administrative Elements 
SECTION VII - Attachment A, Certificate of Non-Collusion 
 - Attachment B, Statement of Acknowledgement 
 - Attachment C, Standard Terms and Conditions  
      
 
Proposals are due by 5:00 P.M. PT, Date: June 25, 2026.  Proposals must be submitted in 
sealed packages.  See complete instructions in Section I, Item C. 
 
All questions and inquiries within this Request for Proposal (“RFP”) should be submitted by email 
to Connie Rodriguez, Buyer at crodriguez@cityoforange.org.  Responders shall not contact other 
city personnel with any questions or clarifications concerning this RFP. 
 
Please be sure to reference RFP number in the subject line for all related email 
correspondence. 
 
The City Buyer will initiate all official communications concerning this RFP.  Any city response 
relevant to this RFP other than through, or approved by, the City Buyer is unauthorized and will 
be considered invalid. 
 
 
 
Connie Rodriguez 
Buyer

mailto:crodriguez@cityoforange.org
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SECTION I:  INTRODUCTION AND INSTRUCTIONS TO PROPOSERS 
 
A. Introduction 
 

The City of Orange hereby invites qualified consulting firms to submit a proposal to provide 
Desktop support services. 
 

 
 The Proposer is expected to provide all the materials and services that will exceed the 

requirements and conditions as set forth in this RFP. 
 
B. Schedule 
 

The City reserves the right to make changes to the tentative schedule below and subject 
to change at the discretion of the City, but generally plans to adhere to the 
implementation of this bid process as follows: 

  

RFP released: 06/04/2026 

Deadline for receiving questions: 06/12/26, 5:00 pm P.T. 

Response to questions: 06/17/26 5:00 pm P.T. 

Proposals due: 06/25/2026 5:00 pm P.T. 

Contract approved by City Council: August 2026 

Contract start 10/1/2026 

 
C. Instructions to Proposers and Procedures for Submittal 

 
1. All prospective Proposers shall submit their proposals online by the deadline. 

 
a. Proposals must be in the following format: 

i. Proposals shall be submitted using the City’s Seamless Documents 

form.   

1. The link to access the form is: 

https://orangeca.seamlessdocs.com/f/RequestforBidandRequest

forProposalSubmittalForm 

2. The RFP No. shall be: 25-26.24 

3. Project Name/Title shall be: Desktop Support Services 

ii. There should be two separate attachments to your Submittal Form: 

1. Attachment 1: Consists of all pages of proposal, except Cost 

Proposal. 

a. Labeled: RFP No. 25-26.24 Desktop Support Services 

2. Attachment 2: Consisting of Cost Proposal only.   

a. Excel format is preferred. 

b. Labeled: RFP No. 25-26.24 Desktop Support Services 

– Cost Proposal. 

c.  

   It is the responsibility of the Responder to ensure timely delivery is made. 

https://orangeca.seamlessdocs.com/f/RequestforBidandRequestforProposalSubmittalForm
https://orangeca.seamlessdocs.com/f/RequestforBidandRequestforProposalSubmittalForm
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2. Proposals must be valid for a period of 120 calendar days from the Closing Date and 

Time for Receipt of Proposals.  No Proposal may be withdrawn after the submission 
date. 

 
3. Each Proposer must provide a completed copy of the Requirements document and the 

Proposer’s completed Vendor Cost Proposal Worksheet should be provided as a 
separate document.  The Vendor Cost Proposal Worksheet must be provided in native 
Excel format (not PDF). 

 
4. All Proposals shall be formatted as standard 8.5 x 11-inch paper.  All pages should be 

numbered and identified sequentially by section.  Proposals must be tabbed and indexed 
in accordance with the information requested in Section II.  It is imperative that all 
Proposers responding to this RFP comply exactly and completely, with the instructions 
set forth herein.  All responses to this RFP shall be word processed (except where 
otherwise provided or noted), concise, straightforward and must fully address each 
requirement and question.  

 
5. The Proposer’s Proposal must not be marked as confidential or proprietary.  The City 

may refuse to consider a Proposal so marked.  Information in Proposals shall become 
public property and subject to public records disclosure laws.  All Proposals shall 
become the property of the City.  The City reserves the right to make use of any 
information or ideas in the Proposals. 

 
6. By submitting a Proposal, the Proposer represents that it has thoroughly examined and 

become familiar with the work required under this RFP and that it is capable of providing 
and performing quality work to achieve the City objectives and meet all contractual 
requirements. 

 
7. Pre-contractual expenses are defined as expenses incurred by the Proposer in: 

 
a. preparing its Proposal in response to this RFP; 
b. submitting that Proposal to the City; 
c. negotiating with the City any matter related to the Proposer’s Proposal; and 
d. any other expenses incurred by the Proposer prior to the date of award and 

execution, if any, of the Agreement. 
 

The City shall not, in any event, be liable for any pre-contractual expenses incurred by 
Proposers in the preparation of their Proposal.   

 
8. Each Proposer must submit its Proposal in strict accordance with all requirements of this 

RFP and compliance must be stated in the Proposal.  Deviations, clarifications, and/or 
exceptions must be clearly identified and listed separately as alternative items for the 
City’s consideration. 

 
9. Each Proposer is encouraged to be responsive to the requirements stated in this RFP.  

If, however, any Proposer feels that it can offer substantial cost/benefit and/or 
performance advantages, the City will consider and may accept alternate Proposals.  
Alternate Proposals must specify how they deviate from the requirements and describe 
cost reduction or other benefits to be achieved.  Alternate Proposals must be submitted 
as separate Proposals clearly marked “alternate” on the outside cover. 
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10. After the Closing Date and Time for Receipt of Proposals, evaluation and proposal 

clarification will commence. 
 

11. In the event the City deems it necessary to clarify or make any changes to this RFP, 
these changes shall be made in the form of a written addendum authorized and issued 
only by the City Purchasing Officer or authorized designee. 

 
12. The City reserves the right to negotiate modifications with any Proposer(s) as necessary 

to serve the best interest of the City.  Any Proposal may be rejected if it is conditional, 
incomplete or deviates from specifications in this request.  The City reserves the right to 
waive, at its discretion, any procedural irregularity, immaterial defects or other 
improprieties, which the City deems reasonably correctable or otherwise not warranting 
rejection of the Proposal.  Any waiver will not excuse a proponent from full compliance. 

 
13. The City reserves the right to: 

 
a. Negotiate the final Agreement with any Proposer(s) as necessary to serve the 

best interest of the City of Orange; 
b. withdraw this RFP at any time without prior notice and, furthermore, makes no 

representations that any contract will be awarded to any Proposer(s) responding 
to this RFP; or   

c. award its total requirements to one Proposer or to apportion those requirements 
among two or more Proposers as the City may deem to be in its best interest. 
 

In addition, negotiations may or may not be conducted with Proposers; therefore, 
the Proposal submitted should contain the Proposer’s most favorable terms and 
conditions, since the selection and award may be made without discussion with any 
Proposer. 
 

14. Where two or more Proposers desire to submit a single proposal in response to this 
RFP, they should do so on a prime/sub-contractor basis rather than as a joint venture.  
The City intends to contract with a single firm and not with multiple firms doing business 
as a joint venture. 

 
D. Definitions 
 

1. The CITY shall mean: 
The City of Orange and its appointed representatives. 
 

2. The CONSULTANT shall mean: 
The firm or company awarded the contract to provide consulting services 
described herein. 
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SECTION II:  PROPOSAL RESPONSE REQUIREMENTS 
 
Proposals should be prepared simply and economically, providing a straightforward, concise 
description of capabilities to satisfy the requirements of the RFP.  Emphasis should be on 
completeness and clarity of content with sufficient detail to allow for accurate evaluation and 
comparative analysis.  Responses must provide the required information in the following order for 
each underscored item: Proposers shall respond by repeating the section and sub-sections 
number(s) and statement/question and by providing the appropriate response hereunder. 
 
A. Cover Letter 
 

All Proposals must be accompanied by a cover letter, signed by an individual authorized 
to bind the proposing entity.  An unsigned Proposal submission is grounds for 
rejection. 

 
B. Company Data 
 
 Each Proposer shall submit the following information: 
 

1. State the company's official name and address and the names and titles of its 
principal officers; indicate what type of entity, such as corporation, partnership, joint 
venture, sole proprietorship, etc. and indicate if the firm is incorporated. 

 
2. Provide the company’s Federal Employer I. D. Number. 
 
3. Provide the name and address of the person to receive notices who is authorized 

to make decisions and represents the company.  Specify in what capacity the 
person shall be representing the entity and any limitations to their authority. 

 
4. Furnish the company’s address for any mailed funds. 
 
5. State any failures or refusals to complete any contracts and a complete explanation. 
 
6. Indicate the number of years in business under the present business name. 
 
7. Indicate the number of years of the company’s experience in providing required, 

equivalent or related products and services. 
 
8. Submit a detailed statement indicating whether the Proposer is totally or partially 

owned by another business organization or individual that will be providing the 
services to meet the requirements of the Proposal. 

 
9. Submit a detailed statement indicating whether the Proposer totally or partially owns 

any other business organization that will be providing the services to meet the 
requirements of the Proposal. 

 
C. Certificate of Insurance 
 

The Proposer shall demonstrate the willingness and ability to provide the required 
insurance coverage as set forth by City requirements within ten calendar days of 
notification of selection for award of this Agreement. 
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D. Validity of Proposal  
 

The Proposer shall state the length of time for which the submitted Proposal shall remain 
valid.  The City requires a period of at least 120 calendar days. 

 
E. Certification of Understanding 
 

The City assumes no responsibility for any understanding or representation made by any 
of its officers or agents during or prior to the execution of any Agreement resulting from 
this RFP unless: 

 
1. such understanding or representations are expressly stated in the Agreement; and 
 
2. the Agreement expressly provides that the responsibility therefore is assumed by the 

City.  Representations made but not so expressly stated and for which liability is not 
expressly assumed by the City in the Agreement shall be deemed only for the 
information of the Proposer. 

 
F. Statement of Compliance with Agreement's Articles/Terms and Conditions 
    

Include either a statement of compliance with all parts of this Request for Proposals and/or 
a listing of exceptions and suggested changes. 

   
1. Proposal must certify either (a) or (b) below: 

 
a) This Proposal is in compliance with said Request for Proposal information. 

 
b) This Proposal is in compliance with said Request for Proposal information, 

except for those proposed exceptions listed in a separate attachment 
hereto. 

 
2. The attachment must include, for each proposed exception: 

 
a) the suggested rewording; 

 
  b) reasons for submitting the proposed exception; and 

 
c) any impact the proposed exception may have on cost, scheduling or other 

areas. 
 

G. Resumes and Qualifications of Proposer's Personnel 
 

Provide the resumes of the project manager and key personnel who will be assigned to 
this project.  Resumes shall contain information relating to each person's education, 
experience or training in the area covered within this proposal. 

 
H. Work Plan 
 

List all tasks, major project milestones, approximate number of weeks to complete each 
task, and anticipated completion timeframe to complete the study. Describe how each task 
is to be accomplished, and identify team members responsible for completion of specific 
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products that will be produced.  The work plan should address and satisfy the objectives 
and specifications as listed in the Scope of Work in this RFP.   

   
I. Fee 

 
Please include the proposed costs in the Cost Proposal section, specifying hourly rates 
for any consulting services related to tasks not explicitly listed. 

 
J. Related Experience and References 

 
Include a list of other user fee studies that were performed by the firm during the past five 
years.  In addition, the Proposer shall provide at a minimum, a list of five applicable 
references, preferably located in California, municipalities or applicable government 
operations, which were provided with these types of services. 

 
K. Resources to be Provided by the City  

 
List any resources, City assistance, or other items expected to be provided by the City. 
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SECTION III:  SCOPE OF WORK 
 

BACKGROUND 
 
The City: 
 
The City of Orange, with a population of 138,640 is situated in Central Orange County, 
approximately 32 miles southeast of Los Angeles. The City's land area is 27 square miles. The 
City's planning area is 38 square miles, with a "Sphere of Influence" area of 55 square miles. 
Included in the City's Sphere of Influence is 18,500 acres of undeveloped land owned by The 
Irvine Company. 
 
The City of Orange operates under a Council-Manager form of government with approximately 
600 full-time employees and 175 part-time employees, featuring a 7-member council: a directly 
elected Mayor (at-large, 2-year term) and six Councilmembers elected by-district (4-year, 
staggered terms). The City Council sets legislative policy, while an appointed City Manager 
oversees administration. The City provides a full range of services for its citizens. These services 
include: 
 

• Fire 

• General administration 

• Library 

• Paramedic  

• Planning and development 

• Police  

• Recreation and park 

• Street improvements and lighting  

• Water utility 

• Refuse collection and sanitation  

 
City Facility Locations: 
 

FACILITY ADDRESS 

City Hall 300 E. Chapman Avenue 

Community Services 230 E. Chapman Avenue 

El Camino Park 400 N. Main Street 

Fire Headquarters / Fire Station #1 1176 E. Chapman Avenue 

Fire Station # 2 2900 E. Collins Avenue 

Fire Station # 3 1910 N. Shaffer Street 

Fire Station # 4 210 S. Esplanade 

Fire Station # 5 1345 W. Maple Street 

Fire Station # 6 345 City Drive South 

Fire Station # 7 7401 Fort Road  

Fire Station # 8 5725 E. Carver Lane 

Grijalva Park @ Santiago Creek 368 N. Prospect Street 
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FACILITY ADDRESS 

Handy Park 2143 E. Oakmont Avenue 

Hart Park 701 S. Glassell Street 

Killefer Park 615 N. Lemon Street 

Library - Main  407 E. Chapman Avenue 

Library - El Modena Branch 380 S. Hewes Street 

Library - Taft Branch 740 E. Taft Avenue 

Olive Park 2841 N. Glassell Street 

Orange Senior Center 170 S. Olive Street 

Police Headquarters 1107 N. Batavia Street 

Public Works Corporation Yard 637 W. Struck Ave. 

Shaffer Park 1930 N. Shaffer Street 

Water Plant 189 S. Water Street 

Yorba Park 190 S. Yorba Street 

 
Desktop Support Overview 
 

• IT Service Desk hours are Monday - Thursday from 7:30 am to 5:30 pm and every other 
Friday from 7:30 am to 5:30 pm. 

• Averaging 280 IT Service Desk tickets per month through the central IT Help Desk and 70 
per month at the Police Department. 

• Desktops have been standardized on Windows 11 and are predominantly HP Elitedesk. 

• The City uses a service management system for tracking tickets, collecting hardware and 
software inventory, asset management, and software deployment. (Vendor is expected to 
use this product). 

• The City uses remote support software (Vendor is expected to use this product). 
 
Infrastructure:  

• 128 servers (most running under VMware 8u3)  

• 101 printers 

• 870 desktops/laptops/MDC (Windows 11, Office 365) 

• The City utilizes Microsoft 365, Intune, and Active Directory environments. 

• Environmentally controlled and secure server room that houses the vast majority of the 
City’s servers 

• Satellite data center located in the Police Department 
 
Core Business Applications:   

• Enterprise financial management software suite (Tyler Enterprise ERP) 

• Utility billing (Northstar CIS, converting to Tyler Enterprise ERP within the next year) 

• Hosted web content provider (Granicus) 

• Recreation management software (Civic Rec) 

• Building permits & project tracking (MaintStar LMS) 

• Maintenance management software (MaintStar) 

• Business license system (HDL Prime). 
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• Document management (Laserfiche) 

• CAD/RMS for Police (Central Square) 

• RMS for Fire (StreetFire) 

• Library Catalog System (Sirsi) 

• Streaming City meetings (Granicus) 

• Geographic Information System (ESRI-ArcGIS) 

• Application Tracking (NeoGov) 

• Budget and Planning (OpenGov) 

• Physical Security Platform (Genetec) 

 
Telephone System: 

• Mitel VoIP Phone System 

• 777 Sets 

• MiCollab Client on workstations 

 
Desktop Support Services 

 
Contractor shall perform the services based on the guidelines set forth in this Scope of Work for 
the City of Orange. Contractor shall perform all services in a professional and workmanlike 
manner, in accordance with industry standards by persons qualified by training and experience 
to perform such services.  
 
Contractor’s on-site staff will work in a cohesive, hybrid environment to assist the City IT technical 
support staff. 
 
The Contractor shall provide two (2) on-site personnel to augment City IT technical support staff 
and perform the activities and functions delineated in the sections below. Contractor’s on-site 
personnel are only responsible for documentation and updates associated with their activities.  
Desktop Support Technicians are expected to resolve Client/caller generated trouble calls in a 
professional and efficient manner. Additionally, they will work on special project/task assignments 
as necessary: to setup and configure new PCs; to maintain current version levels of desktop 
software; to install, upgrade or troubleshoot software; to conduct hardware and software 
inventories; to do minor hardware installations and modifications on existing PCs and other 
related tasks.   
 

• Provide services Monday through Thursday from 7:30am to 5:30pm and every other 
Friday from 7:30am to 5:30pm. 

• Facilitate the receipt and processing of valid service requests. 

• Diagnose the problem, and when possible, implement corrective actions to resolve the 
problem. If resolution is not possible, re-assign to appropriate City IT staff. 

• Assist with establishing procedures for problem management to identify and resolve 
chronic problems (root cause analysis). 

• Take control of all workstations remotely upon request to speed service response (City 
uses SolarWinds Dameware). 

• Accept and respond to trouble requests that relate to City issued computer/IT devices. 
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• Document desktop system configuration, network configuration, and inventory of software 
to be supported. 

• Log, track, resolve, dispatch, and reroute calls through to resolution approved 
procedures/ticketing system. 

• Apply software updates and patches as required. 

• Update and maintain the City-owned ticket management system. 

• Properly document detailed notes on the status and resolution of issues. 

• Initiate the change process to apply a resolution to a problem if required. 

 

On-Site Support: 
 

• Perform on-site systems support for all city hardware devices. 

• Coordinate required service delivery with City departments so that there is minimal 
disruption of ongoing production operations at City location. 

• Diagnose and resolve software problems and conflicts. 

• Coordinate the resolution of printer problems with City contracted printer maintenance 
vendor.  

• Coordinate requests for audio/visual equipment installation within City departments and 
conference rooms.   

• Resolve network connectivity issues consisting of log-in, file access, and printing. 

• After resolution of problem, test for full functionality, connectivity, and access to servers and 
printers. 

• Backup and restore user data on desktops and laptops before repairs, to the greatest extent 
possible. 

 

Install, Move, Add, Change (IMAC): 

• Coordinate with the user the date and time of arrival for IMAC services. 

• Unpack, assemble, and install; test system connectivity, functionality, and operability, and 
provide high-level orientation to users. 

• Move and reinstall user data files in accordance with IMAC policy. 

• De-install old equipment if designated by City. 

• Update the asset management system. 

• Inform users of service activities performed. 

• Disconnect a system at one location, reconnect it at another location, and test connectivity 
and proper operation, or move disconnected system to a specified storage area. 

• Re-configure moved system, for example, IP address, subnet mask, proxy settings, WINS 
primary and secondary server address, server name/address, and default gateway address, 
map standard drive configurations, load network printer drivers, and map network printers. 

• Test hardware and software configuration, connections to standard mapped drives, and 
print a test page to a local network printer, if applicable. 

• At completion of IMAC, provide brief overview/training on new or modified hardware and 
software. 

• Conduct asset validation, consisting of user profile updates, device asset tag check, and 
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model and serial number check. 

• Maintain process for disposal of equipment and/or return of leased equipment. 

• Coordinate with other IT technical support groups (Applications, Server, Network) for IMAC 
activities. 

• Confirm that user data is backed up before proceeding with IMAC, to the greatest extent 
possible. 

• Ensure device is fully operation for user. 

• Collect and report on performance data per SLA requirements. 

 

Asset Management Services: 

• Update and maintain the City’s asset tracking system. 

• Maintain the inventory database with descriptions, characteristics, logistics, and warranty 
information for all City-owned hardware. 

• Track and maintain the inventory of all hardware and software licensing including any 
additions or deletions that occur. Tag hardware assets. 

• Assist the City with regular audits and reconciliations to maintain accuracy of the central 
asset repository. 

• Maintain management responsibility for loaner units and spare equipment used as a 
temporary replacement while corrective maintenance service is performed. 

• Install or replace desktops and laptops according to the City’s approved replacement/refresh 
schedule. 

• Process equipment shipping and delivery requirements, relocation and disposal of retired 
equipment, and or return of leased equipment. 

• Retain a copy of all equipment and maintenance contracts and equipment orders (invoicing, 
payment statuses and requisitions) when assisting with the procurement of hardware and 
software assets as required by City. 

• Assist City with bids for hardware procurement to request a cost quote from the suppliers 
that best meet the defined requirements. 

 

Telephone Network, VoIP Services: 

• Perform handset Install/Move/Add/Change (IMAC) to support day-to-day operations. 

• Perform Voicemail password resets. 
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SECTION IV:  EVALUATION PROCESS/CRITERIA FOR EVALUATION 
 
A city staff selection committee will evaluate all proposals and make final recommendations for 
selection.  The City reserves the right to reject any and all proposals and to make its election on 
a discretionary basis. However, the selection committee will evaluate proposals primarily on the 
criteria specified in the Scope of Work. 

 
Proposals that meet the requirements specified in this RFP will be evaluated based on the 
following criteria:  
 
 

CRITERIA REQUIREMENTS FOR EVALUATION POINTS 
 

Qualifications: Consideration will be given to the qualifications of the 
Proposer’s personnel proposed for assignment to the engagement. Staff 
qualifications and specific experience demonstrated on engagements of a 
similar nature will receive primary attention. 
 

30 

 

Experience and References: The Proposer’s successful past performances 
on similar engagements will be considered as a significant indicator of the 
Proposer’s technical competency and capability to complete this engagement.  
The evaluation will include references regarding work for organizations similar 
to the City's. 

 

25 

 

Scope of Work  

• Demonstrates an understanding of the services and the required work. 

• Quality of the proposal. The proposal should clearly demonstrate the firms’ 
understanding of the City’s overall objectives for the program. 

 

25 

 

Pricing: This evaluation criterion is based on the Proposer’s cost. Please note 
that a low-cost proposal, in and of itself, will not be sufficient to earn the award of 
this contract. 

20 

TOTAL POINTS POSSIBLE 100 
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SECTION V:  SELECTION/AWARD PROCEDURES 
 
This is a competitive selection process. Proposals will be evaluated and firms ranked based on 
qualifications and responsiveness to the City’s needs. Following the proposal evaluation, oral 
interviews may be held with top ranked firms. The City will select a firm and negotiate a final scope 
and cost. If an appropriate cost cannot be agreed upon, the City will move on to the next top 
ranked firm until an appropriate cost can be agreed upon. The City reserves the right to award all 
or part of the project at its discretion. 
 
A Contract Agreement will be proposed for execution.  It may be modified to incorporate other 
pertinent Articles/Terms and Conditions set forth in this RFP, including those added by 
addendum, and to reflect the Proposer’s offer or the outcome of contract negations, if any, 
conducted with the Proposer’s.  Exceptions to the terms and conditions of the proposed contract, 
or the Proposer’s inability to comply with any of the provisions of the proposed contract, are to be 
declared in the Proposal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Area intentionally left blank.] 
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SECTION VI:  ADMINISTRATIVE ELEMENTS 
 
1.1 Collusion 

 
By submitting a response to the RFP, each Proposer represents and warrants that its 
response is genuine and made in the interest of or on behalf of any person not named 
therein; that the Proposer has not directly induced or solicited any other person to submit 
a sham response or any other person to refrain from submitting a response; and that the 
Proposer has not in any manner sought collusion to secure any improper advantage over 
any other person submitting a response. 
 

1.2 Gratuities 

 
No person will offer, give or agree to give any City employee or its representatives any 
gratuity, discount or offer of employment in connection with the award of contract by the 
City. No City employee or its representatives will solicit, demand, accept or agree to accept 
from any other person a gratuity, discount or offer of employment in connection with a City 
contract. 
 

1.3 Required Review and Waiver of Objections by Proposers 

 
Proposers should carefully review this RFP and all attachments, including but not limited 
to the Standard Contract, for comments, questions, defects, objections, or any other 
matter requiring clarification or correction (collectively called “comments”).  Comments 
concerning RFP objections must be made in writing and received by the City no later than 
the Deadline for Written Comments detailed in Table 1, RFP Schedule of Events.  This 
will allow issuance of any necessary amendments and help prevent the opening of 
defective proposals upon which contract award could not be made. 
 
Protests based on any objection will be considered waived and invalid if these faults have 
not been brought to the attention of the City, in writing, by the Deadline for Written 
Comments. 
 

1.4 Proposal Withdrawal 

 
To withdraw a proposal, the Proposer must submit a written request, signed by an 
authorized representative, to the RFP Coordinator.  After withdrawing a previously 
submitted proposal, the Proposer may submit another proposal at any time up to the 
deadline for submitting proposals. 
 

1.5 Proposal Errors 

 
Proposers will not be allowed to alter proposal documents after the deadline for submitting 
a proposal. 
 

1.6 Incorrect Proposal Information 

 
If the city determines that a Proposer has provided, for consideration in the evaluation 
process or contract negotiations, incorrect information which the Proposer knew or should 
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have known was materially incorrect, that proposal will be determined non-responsive, 
and the proposal will be rejected. 
 

1.7 Prohibition of Proposer Terms and Conditions 

 
A Proposer may not submit the Proposer's own contract terms and conditions in response 
to this RFP.  If a proposal contains such terms and conditions, the City, at its sole 
discretion, may determine the proposal to be a non-responsive counteroffer, and the 
proposal may be rejected. 
 

1.8 Assignment and Subcontracting 

 
The Consultant may not subcontract, transfer, or assign any portion of the contract without 
prior, written approval from the City.  Each subcontractor must be approved in writing by 
the City.  The substitution of one subcontractor for another may be made only at the 
discretion of the City and with prior, written approval from the City. 
 
Notwithstanding the use of approved subcontractors, the Proposer, if awarded a contract 
under this RFP, will be the prime contractor and will be responsible for all work performed 
and will responsible for all costs to subcontractors for services provided by the Proposer. 
If Proposers plan to utilize Subcontractors, Proposers must identify the Subcontractors 
and summarize their scope of work. In addition, throughout the proposal, a Proposer must 
identify any task and/or deliverable to be completed by Subcontractors and describe their 
role in accordance with the requirements. 
 
The Proposer is prohibited from performing any work associated with this RFP or using 
subcontractors for any service associated with this RFP offshore (outside the United 
States). 
 

1.9 Right to Refuse Personnel 

 
The City reserves the right to refuse, at its sole discretion, any subcontractors or any 
personnel provided by the prime contractor or its subcontractors. The City reserves the 
right to interview and approve all Proposers’ staff. Proposer’s staff may be subject to the 
City’s background and drug testing processes at any time. All Proposers’ staff must be 
eligible to work in the United States and be subject to E-Verify or similar employment 
eligibility service. 
 

1.10 Proposal of Alternate Services 

 
Proposals of alternate services (i.e., proposals that offer something different from that 
requested by the RFP) may be considered non-responsive and rejected. 
 

1.11 Proposal of Additional Services 

 
If a Proposer indicates an offer of services in addition to those required by and described 
in this RFP, these additional services may be added to the contract before contract signing 
at the sole discretion of the City. 
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The cost for any such additional services must be presented separately in the additional 
optional recommended costs section. 
 

1.12 Licensure 

 
Before a contract pursuant to this RFP is signed, the Proposer must hold all necessary, 
applicable business and professional licenses.  The City may require any or all Proposers 
to submit evidence of proper licensure. 
 

1.13 Conflict of Interest and Proposal Restrictions 

 
By submitting a response to the RFP, the Proposer certifies that no amount will be paid 
directly or indirectly to an employee or official of the City as wages, compensation, or gifts 
in exchange for acting as an officer, agent, employee, subcontractor, or consultant to the 
Proposer in connection with the procurement under this RFP. 
 
Notwithstanding this restriction, nothing in this RFP will be construed to prohibit another 
governmental entity from making a proposal, being considered for award, or being 
awarded a contract under this RFP. 
 

1.14 Right of Rejection 

 
The City reserves the right, at its sole discretion, to reject any and all proposals or to cancel 
this RFP in its entirety. 
 
Any proposal received which does not meet the requirements of this RFP may be 
considered to be non-responsive, and the proposal may be rejected.  Proposers must 
comply with all of the terms of this RFP and all applicable State and City laws and 
regulations. The City may reject any proposal that does not comply with all of the terms, 
conditions, and performance requirements of this RFP. 
 
Proposers may not restrict the rights of the City or otherwise qualify their proposals.  If a 
Proposer does so, the City may determine the proposal to be a nonresponsive 
counteroffer, and the proposal may be rejected. 
 
The City reserves the right, at its sole discretion, to waive variances in technical proposals 
provided such action is in the best interest of the City.  Where the City waives minor 
variances in proposals, such waiver does not modify the RFP requirements or excuse the 
Proposer from full compliance with the RFP.  Notwithstanding any minor variance, the City 
may hold any Proposer to strict compliance with the RFP. 
 

1.15 Disclosure of Proposal Contents 

 
All proposals and other materials submitted in response to this RFP procurement process 
become the property of the City.  Selection or rejection of a proposal does not affect this 
right.  All proposal information, including detailed price and cost information, will be held 
in confidence during the evaluation process.  Upon the completion of the evaluation of 
proposals, the proposals and associated materials will be open for review by the public to 
the extent allowed by the California Public Records Act, (Government Code Section 
7920.000-7930.215).  By submitting a proposal, the Proposer acknowledges and accepts 
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that the contents of the proposal and associated documents will become open to public 
inspection. 
 

1.16 Proprietary Information 

 
The master copy of each proposal will be retained for official files and will become public 
record after the award of a contract unless the proposal or specific parts of the proposal 
can be shown to be exempt by law (Government code §7930.005).  Each Proposer may 
clearly label part of a proposal as "CONFIDENTIAL" if the Proposer thereby agrees to 
indemnify and defend the City for honoring such a designation.  The failure to so label any 
information that is released by the City will constitute a complete waiver of all claims for 
damages caused by any release of the information. If a public records request for labeled 
information is received by the City, the City will notify the Proposer of the request and 
delay access to the material until seven business days after notification to the Proposer.  
Within that time delay, it will be the duty of the Proposer to act in protection of its labeled 
information.  Failure to so act will constitute a complete waiver. 
 

1.17 Severability 

 
If any provision of this RFP is declared by a court to be illegal or in conflict with any law, 
the validity of the remaining terms and provisions will not be affected; and, the rights and 
obligations of the City and Proposers will be construed and enforced as if the RFP did not 
contain the particular provision held to be invalid. 
 

1.18 RFP and Proposal Incorporated into Final Contract 

 
This RFP and the successful proposal will be incorporated into the final contract. 
 

1.19 Proposal Amendment 

 
The City will not accept any amendments, revisions, or alterations to proposals after the 
deadline for proposal submittal unless such is formally requested, in writing, by the City. 
 

1.20 Consultant Participation 

 
The City reserves the right to share with any consultant of its choosing this RFP and 
proposal responses in order to secure a second option. The City may also invite said 
consultant to participate in the Proposal Evaluation process. 
 

1.21 RFP and Proposal Incorporated into Final Contract 

 
This RFP and the successful proposal will be incorporated into the final contract. 
 

1.22 Proposal Amendment 

 
The City will not accept any amendments, revisions, or alterations to proposals after the 
deadline for proposal submittal unless such is formally requested, in writing, by the City. 
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1.23 Consultant Participation 

 
The City reserves the right to share with any consultant of its choosing this RFP and 
proposal responses in order to secure a second option. The City may also invite said 
consultant to participate in the Proposal Evaluation process. 
 

1.24 Rights of the City 

 
The City reserves the right to: 

• Make the selection based on its sole discretion 

• Reject any and all proposals 

• Issue subsequent Requests for Proposals 

• Postpone opening proposals if necessary for any reason 

• Remedy errors in the Request for Proposal process 

• Approve or disapprove the use of particular subcontractors 

• Negotiate with any, all, or none of the Proposers 

• Accept other than the lowest offer 

• Waive informalities and irregularities in the proposals 

• Enter into an agreement with another Proposer in the event the originally selected 

Proposer defaults or fails to execute an agreement with the City. 

An agreement will not be binding or valid with the City unless and until it is approved by 
the City Council and executed by authorized representatives of the City and of the 
Proposer. 
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SECTION VII:  ATTACHMENTS 
 
ATTACHMENT A: CERTIFICATE OF NON-COLLUSION 

 
 

[Note: This form must be completed and signed by an authorized representative of each bidder.] 
 

 

Be it known that ________________________________________________________ (name), 

being first duly sworn, deposes and testifies that he/she is the ___________________________ 

(relationship with bidding firm), of ______________________________________(legal name of 

bidding firm), making the foregoing bid: 

 

 
1. The bid is not made in the interest of, or on behalf of, any undisclosed person, partnership, 

company, association, organization, or corporation. 
 

2. The bid is genuine and not collusive or sham. The bidder has not directly or indirectly induced 
or solicited any other bidder to put in a false or sham bid. 
 

3. The bidder has not directly or indirectly colluded, conspired, connived, or agreed with any 
bidder or anyone else to put in a sham bid, or to refrain from bidding.   
 

4. The bidder has not in any manner, directly or indirectly, sought by agreement, communication, 
or conference with anyone to fix the bid price of the bidder or any other bidder, or to fix any 
overhead, profit, or cost element of the bid price, or of that of any other bidder. 
 

5. All statements contained in the bid are true. 
 

6. The bidder has not, directly or indirectly, submitted his or her bid price or any breakdown 
thereof, or the contents thereof, or divulged information or data relative thereto, to any 
corporation, partnership, company association, organization, bid depository, or to any 
member or agent thereof to effectuate a collusive or sham bid, and has not paid, and will not 
pay, any person or entity for such purpose. 
 

7. Any person executing this declaration on behalf of a bidder that is a corporation, partnership, 
joint venture, limited liability partnership, or any other entity, hereby represents that he or she 
has full power to execute, and does execute, this declaration on behalf of the bidder. 

8. I declare under penalty of perjury under the laws of the State of California that the foregoing 
is true and correct and that this declaration is executed on _______________ [date], 
at __________________ [city], ____________ [state]. 

 
 That all the above statements are true to the best of my knowledge. 
 

 ______________________________________ 
 Signed 
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ATTACHMENT B:  STATEMENT OF ACKNOWLEDGMENT 
 
 

[Note: This form must be completed and signed by an authorized representative of each bidder.] 
 

 

Proposer acknowledges that he/she/they has read and fully understands all aspects of the RFP 

process, including but not limited to the evaluation criteria guidance as set forth in this RFP 

package, and further agrees and understands that the City Council retains sole discretion to 

pick the Proposer which in the City Council's judgment is best qualified to perform Desktop 

Support Services. 

 

I, the proposer, declare under penalty of perjury, that the information presented in this proposal 

is accurate and true to the best of my knowledge. I am aware that should any information be 

found false, the City of Orange may pursue any and all remedies authorized by law, which shall 

include the right, at the option of the City of Orange, of declaring any Contract made as a result 

thereof void. 

 

IF OWNER: 

 
  

Signature of Owner       Date 

 

 

IF PARTNERSHIP: 

 
  

Signature of Partner (General Partner)    Date   

 

 

IF CORPORATION: 

 
  

Signature of President      Date 

 
  

Signature of Secretary       Date 
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ATTACHMENT C: SAMPLE OF STANDARD PROFESSIONAL SERVICES AGREEMENT 
 
 

PROFESSIONAL SERVICES AGREEMENT 

[[Insert type of service] Services] 
 

 

 THIS PROFESSIONAL SERVICES AGREEMENT (the “Agreement”) is made at Orange, 

California, on this _____ day of ____________, 20__ (the “Effective Date”) by and between the CITY OF 

ORANGE, a municipal corporation (“City”), and [insert legal name of Contractor], a [insert the type of 

entity] (“Contractor”), who agree as follows: 

 

 1. Services.  Subject to the terms and conditions set forth in this Agreement, Contractor shall 

provide to the reasonable satisfaction of City the services set forth in Exhibit “A,” which is attached hereto 

and incorporated herein by reference.  As a material inducement to City to enter into this Agreement, 

Contractor represents and warrants that it has thoroughly investigated and considered the scope of services 

and fully understands the difficulties and restrictions in performing the work.  The services which are the 

subject of this Agreement are not in the usual course of City’s business and City relies on Contractor’s 

representation that it is independently engaged in the business of providing such services and is experienced 

in performing the work.  Contractor shall perform all services in a manner reasonably satisfactory to City 

and in a manner in conformance with the standards of quality normally observed by an entity providing 

such services to a municipal agency.  All services provided shall conform to all federal, state and local laws, 

rules and regulations and to the best professional standards and practices.  The terms and conditions set 

forth in this Agreement shall control over any terms and conditions in Exhibit "A" to the contrary. 

 

 [Optional Provision:] [Insert Name and Position] (“City’s Project Manager”), shall be the person 

to whom Contractor will report for the performance of services hereunder.  It is understood that Contractor’s 

performance hereunder shall be under the supervision of City’s Project Manager (or his/her designee), that 

Contractor shall coordinate its services hereunder with City’s Project Manager to the extent required by 

City’s Project Manager, and that all performances required hereunder by Contractor shall be performed to 

the satisfaction of City’s Project Manager and the City Manager. 

 

 2. Compensation and Fees. 

 

  a. Contractor's total compensation for all services performed under this Agreement, 

shall not exceed [insert amount] DOLLARS and [##]/100 ($[insert amount]) without the prior written 

authorization of City. 

 

  b. The above compensation shall include all costs, including, but not limited to, all 

clerical, administrative, overhead, insurance, reproduction, telephone, travel, auto rental, subsistence and 

all related expenses. 

 

 3. Payment. 

 

  a. As scheduled services are completed, Contractor shall submit to City an invoice 

for the services completed, authorized expenses and authorized extra work actually performed or incurred. 

 

  b. All such invoices shall state the basis for the amount invoiced, including services 

completed, the number of hours spent and any extra work performed. 
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  c. [Alternative Provisions – choose one:] [(1) City will pay Contractor the amount 

invoiced within thirty (30) days after the approval of the invoice.] [(2) City will pay Contractor the amount 

invoiced within thirty (30) days, but may withhold 10% of any invoice until all work is completed, which 

sum shall be paid within thirty (30) days of completion of the work and receipt of all deliverables.] [(3) 

City will pay Contractor the amount invoiced, but in no event shall pay more than 50% of the not to exceed 

price until all work is completed.] [(4) City will pay Contractor the amount invoiced within thirty (30) days 

of receipt of all deliverables.] 

 

  d. Payment shall constitute payment in full for all services, authorized costs and 

authorized extra work covered by that invoice. 

 

 4. Change Orders.  No payment for extra services caused by a change in the scope or 

complexity of work, or for any other reason, shall be made unless and until such extra services and a price 

therefor have been previously authorized in writing and approved by City as an amendment to this 

Agreement.  City’s Project Manager is authorized to approve a reduction in the services to be performed 

and compensation therefor.  All amendments shall set forth the changes of work, extension of time, and/or 

adjustment of the compensation to be paid by City to Contractor and shall be signed by the City’s Project 

Manager, City Manager or City Council, as applicable. 

 

 5. Licenses.  Contractor represents that it and any subcontractors it may engage, possess any 

and all licenses which are required under state or federal law to perform the work contemplated by this 

Agreement and that Contractor and its subcontractors shall maintain all appropriate licenses, including a 

City of Orange business license, at its cost, during the performance of this Agreement. 

 

 6. Independent Contractor.  At all times during the term of this Agreement, Contractor shall 

be an independent contractor and not an employee of City.  City shall have the right to control Contractor 

only insofar as the result of Contractor's services rendered pursuant to this Agreement.  City shall not have 

the right to control the means by which Contractor accomplishes services rendered pursuant to this 

Agreement.  Contractor shall, at its sole cost and expense, furnish all facilities, materials and equipment 

which may be required for furnishing services pursuant to this Agreement.  Contractor shall be solely 

responsible for, and shall indemnify, defend and save City harmless from all matters relating to the payment 

of its subcontractors, agents and employees, including compliance with social security withholding and all 

other wages, salaries, benefits, taxes, exactions, and regulations of any nature whatsoever.  Contractor 

acknowledges that it and any subcontractors, agents or employees employed by Contractor shall not, under 

any circumstances, be considered employees of City, and that they shall not be entitled to any of the benefits 

or rights afforded employees of City, including, but not limited to, sick leave, vacation leave, holiday pay, 

Public Employees Retirement System benefits, or health, life, dental, long-term disability or workers' 

compensation insurance benefits. 

 

 7. Contractor Not Agent.  Except as City may specify in writing, Contractor shall have no 

authority, express or implied, to act on behalf of City in any capacity whatsoever as an agent.  Contractor 

shall have no authority, express or implied, to bind City to any obligation whatsoever. 

 

 8. Designated Persons.  Only those qualified persons authorized by City’s Project Manager, 

or as designated in Exhibit “A,” shall perform work provided for under this Agreement.  It is understood 

by the parties that clerical and other nonprofessional work may be performed by persons other than those 

designated. 

 

 9. Assignment or Subcontracting.  No assignment or subcontracting by Contractor of any 

part of this Agreement or of funds to be received under this Agreement shall be of any force or effect unless 

the assignment has the prior written approval of City.  City may terminate this Agreement rather than accept 
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any proposed assignment or subcontracting.  Such assignment or subcontracting may be approved by the 

City Manager or his/her designee. 

 

10. Time of Completion.  Except as otherwise specified in Exhibit “A,” Contractor shall 

commence the work provided for in this Agreement within five (5) days of the Effective Date of this 

Agreement and diligently prosecute completion of the work [Alternative Provisions – choose one:]  [(1) 

within [insert number] ([##]) calendar days from such date ]; [(2) in accordance with the time period set 

forth in Exhibit “A” hereto] or as otherwise agreed to by and between the representatives of the parties. 

 

 11. Time Is of the Essence.  Time is of the essence in this Agreement.  Contractor shall do all 

things necessary and incidental to the prosecution of Contractor's work. 

 

 12. [Optional Provision or “Reserved”] Liquidated Damages.  Contractor shall pay City, 

or have withheld from monies due it, as liquidated damages, the sum of [insert amount] Dollars ($[insert 

amount]) per day for each and every calendar day delay in finishing the work within the time specified, 

including any written extensions which may be granted, in writing, in accordance with this Agreement. 

 

 13. Delays and Extensions of Time.  Contractor's sole remedy for delays outside its control, 

other than those delays caused by City, shall be an extension of time.  No matter what the cause of the 

delay, Contractor must document any delay and request an extension of time in writing at the time of the 

delay to the satisfaction of City.  Any extensions granted shall be limited to the length of the delay outside 

Contractor’s control.  If Contractor believes that delays caused by City will cause it to incur additional 

costs, it must specify, in writing, why the delay has caused additional costs to be incurred and the exact 

amount of such cost at the time the delay occurs.  No additional costs can be paid that exceed the not to 

exceed amount stated in Section 2.a, above, absent a written amendment to this Agreement. 

 

 14. Products of Contractor.  The documents, studies, evaluations, assessments, reports, 

plans, citations, materials, manuals, technical data, logs, files, designs and other products produced or 

provided by Contractor for this Agreement shall become the property of City upon receipt.  Contractor shall 

deliver all such products to City prior to payment for same.  City may use, reuse or otherwise utilize such 

products without restriction.  

 

 15. Equal Employment Opportunity.  During the performance of this Agreement, Contractor 

agrees as follows: 

 

 a. Contractor shall not discriminate against any employee or applicant for 

employment because of race, color, religion, sex, national origin, mental or physical disability, or any other 

basis prohibited by applicable law.  Contractor shall ensure that applicants are employed, and that 

employees are treated during employment, without regard to their race, color, religion, sex, national origin, 

mental or physical disability, or any other basis prohibited by applicable law.  Such actions shall include, 

but not be limited to the following:  employment, upgrading, demotion or transfer, recruitment or 

recruitment advertising, layoff or termination, rates of pay or other forms of compensation and selection 

for training, including apprenticeship.  Contractor agrees to post in conspicuous places, available to 

employees and applicants for employment, a notice setting forth provisions of this non-discrimination 

clause. 

 

 b. Contractor shall, in all solicitations and advertisements for employees placed by, 

or on behalf of Contractor, state that all qualified applicants will receive consideration for employment 

without regard to race, color, religion, sex, national origin, mental or physical disability, or any other basis 

prohibited by applicable law. 
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 c. Contractor shall cause the foregoing paragraphs (a) and (b) to be inserted in all 

subcontracts for any work covered by this Agreement, provided that the foregoing provisions shall not 

apply to subcontracts for standard commercial supplies or raw materials. 

 

 16. Conflicts of Interest.  Contractor agrees that it shall not make, participate in the making, 

or in any way attempt to use its position as a consultant to influence any decision of City in which Contractor 

knows or has reason to know that Contractor, its officers, partners, or employees have a financial interest 

as defined in Section 87103 of the Government Code.  [Optional provision: Contractor further agrees that 

it shall not be eligible to work as the design/build firm for the project that is the subject of this Agreement.] 

 

17. Indemnity. 

 

a. To the fullest extent permitted by law, Contractor agrees to indemnify, defend and 

hold City, its City Council and each member thereof, and the officers, officials, agents and employees of 

City (collectively the “Indemnitees”) entirely harmless from all liability arising out of: 

 

(1) Any and all claims under workers’ compensation acts and other employee 

benefit acts with respect to Contractor’s employees or Contractor’s subcontractor’s employees arising out 

of Contractor’s work under this Agreement, including any and all claims under any law pertaining to 

Contractor or its employees’ status as an independent contractor and any and all claims under Labor Code 

section 1720 related to the payment of prevailing wages for public works projects; and 

 

(2) Any claim, loss, injury to or death of persons or damage to property caused 

by any act, neglect, default, or omission of Contractor, or person, firm or corporation employed by 

Contractor, either directly or by independent contract, including all damages due to loss or theft sustained 

by any person, firm or corporation including the Indemnitees, or any of them, arising out of, or in any way 

connected with the work or services which are the subject of this Agreement, including injury or damage 

either on or off City’s property; but not for any loss, injury, death or damage caused by the active negligence 

or willful misconduct of City.  Contractor, at its own expense, cost and risk, shall indemnify any and all 

claims, actions, suits or other proceedings that may be brought or instituted against the Indemnitees on any 

such claim or liability covered by this subparagraph, and shall pay or satisfy any judgment that may be 

rendered against the Indemnitees, or any of them, in any action, suit or other proceedings as a result of 

coverage under this subparagraph. 

 

b. [Optional Provision for agreements requiring professional liability insurance 

or “Reserved”:]  To the fullest extent permitted by law, and as limited by California Civil Code 2782.8, 

Contractor agrees to indemnify and hold Indemnitees harmless from all liability arising out of any claim, 

loss, injury to or death of persons or damage to property to the extent caused by its negligent professional 

act or omission in the performance of professional services pursuant to this Agreement.   

 

c. Except for the Indemnitees, the indemnifications provided in this Agreement shall 

not be construed to extend any third party indemnification rights of any kind to any person or entity which 

is not a signatory to this Agreement. 

 

d. The indemnities set forth in this section shall survive any closing, rescission, or 

termination of this Agreement, and shall continue to be binding and in full force and effect in perpetuity 

with respect to Contractor and its successors. 

 

 18. Insurance.  [Note:  The type and amount of Insurance depends on the nature of 

Contractor’s work.  Please discuss with the City Attorney’s office and the Risk Manager before 

finalizing the contract and submitting it to the Contractor.] 
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   a. Contractor shall carry workers’ compensation insurance as required by law for the 

protection of its employees during the progress of the work.  Contractor understands that it is an independent 

contractor and not entitled to any workers’ compensation benefits under any City program.   

 

 b. Contractor shall maintain during the life of this Agreement the following minimum 

amount of comprehensive general liability insurance or commercial general liability insurance: the greater 

of (1) [insert amount] Million Dollars ($[amount]) per occurrence; or (2) all the insurance coverage and/or 

limits carried by or available to Contractor.  Said insurance shall cover bodily injury, death and property 

damage and be written on an occurrence basis. 

 

 c. Contractor shall maintain during the life of this Agreement, the following 

minimum amount of automotive liability insurance: the greater of (1) a combined single limit of [insert 

amount] Million Dollars ($[amount]); or (2) all the insurance coverage and/or limits carried by or available 

to Contractor.  Said insurance shall cover bodily injury, death and property damage for all owned, non-

owned and hired vehicles and be written on an occurrence basis. 

 

 d. Any insurance proceeds in excess of or broader than the minimum required 

coverage and/or minimum required limits which are applicable to a given loss shall be available to City.  

No representation is made that the minimum insurance requirements of this Agreement are sufficient to 

cover the obligations of Contractor under this Agreement. 

 

   e. Each policy of general liability and automotive liability shall provide that City, its 

officers, officials, agents, and employees are declared to be additional insureds under the terms of the policy, 

but only with respect to the work performed by Contractor under this Agreement.  A policy endorsement 

to that effect shall be provided to City along with the certificate of insurance.  In lieu of an endorsement, 

City will accept a copy of the policy(ies) which evidences that City is an additional insured as a contracting 

party.  The minimum coverage required by Subsection 18.b and c, above, shall apply to City as an additional 

insured. Any umbrella liability insurance that is provided as part of the general or automobile liability 

minimums set forth herein shall be maintained for the duration of the Agreement. 

 

 f. [Optional provision or “Reserved”:] Contractor shall maintain during the life of 

this Agreement professional liability insurance covering errors and omissions arising out of the performance 

of this Agreement with a minimum limit of [insert amount] Million Dollars ($[amount]) per claim.  

Contractor agrees to keep such policy in force and effect for at least five (5) years from the date of 

completion of this Agreement.  

 

 g. The insurance policies maintained by Contractor shall be primary insurance and 

no insurance held or owned by City shall be called upon to cover any loss under the policy.  Contractor will 

determine its own needs in procurement of insurance to cover liabilities other than as stated above. 

 

 h. Before Contractor performs any work or prepares or delivers any materials, 

Contractor shall furnish certificates of insurance and endorsements, as required by City, evidencing the 

aforementioned minimum insurance coverages on forms acceptable to City, which shall provide that the 

insurance in force will not be canceled or allowed to lapse without at least ten (10) days’ prior w ritten 

notice to City.   

 

 i. Except for professional liability insurance coverage that may be required by this 

Agreement, all insurance maintained by Contractor shall be issued by companies admitted to conduct the 

pertinent line of insurance business in California and having a rating of Grade A or better and Class VII or 

better by the latest edition of Best Key Rating Guide.  In the case of professional liability insurance 
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coverage, such coverage shall be issued by companies either licensed or admitted to conduct business in 

California so long as such insurer possesses the aforementioned Best rating. 

 

  j Contractor shall immediately notify City if any required insurance lapses or is 

otherwise modified and cease performance of this Agreement unless otherwise directed by City.  In such a 

case, City may procure insurance or self-insure the risk and charge Contractor for such costs and any and 

all damages resulting therefrom, by way of set-off from any sums owed Contractor. 

 

  k. Contractor agrees that in the event of loss due to any of the perils for which it has 

agreed to provide insurance, Contractor shall look solely to its insurance for recovery.  Contractor hereby 

grants to City, on behalf of any insurer providing insurance to either Contractor or City with respect to the 

services of Contractor herein, a waiver of any right to subrogation which any such insurer may acquire 

against City by virtue of the payment of any loss under such insurance. 

 

l. Contractor shall include all subcontractors, if any, as insureds under its policies or 

shall furnish separate certificates and endorsements for each subcontractor to City for review and approval.  

All coverages for subcontractors shall be subject to all of the requirements stated herein. 

 

 19. Termination.  City may for any reason terminate this Agreement by giving Contractor not 

less than five (5) days’ written notice of intent to terminate.  Upon receipt of such notice, Contractor shall 

immediately cease work, unless the notice from City provides otherwise.  Upon the termination of this 

Agreement, City shall pay Contractor for services satisfactorily provided and all allowable reimbursements 

incurred to the date of termination in compliance with this Agreement, unless termination by City shall be 

for cause, in which event City may withhold any disputed compensation.  City shall not be liable for any 

claim of lost profits. 

 

 20. Maintenance and Inspection of Records.  In accordance with generally accepted 

accounting principles, Contractor and its subcontractors shall maintain reasonably full and complete books, 

documents, papers, accounting records, and other information (collectively, the “records”) pertaining to the 

costs of and completion of services performed under this Agreement.  City and its authorized 

representatives shall have access to and the right to audit and reproduce any of Contractor's records 

regarding the services provided under this Agreement.  Contractor shall maintain all such records for a 

period of at least three (3) years after termination or completion of this Agreement.  Contractor agrees to 

make available all such records for inspection or audit at its offices during normal business hours and upon 

three (3) days’ notice from City, and copies thereof shall be furnished if requested. 

 

21. Compliance with all Laws/Immigration Laws. 

 

a. Contractor shall be knowledgeable of and comply with all local, state and federal 

laws which may apply to the performance of this Agreement. 

 

 b. If the work provided for in this Agreement constitutes a “public works,” as that 

term is defined in Section 1720 of the California Labor Code, for which prevailing wages must be paid, to 

the extent Contractor’s employees will perform any work that falls within any of the classifications for 

which the Department of Labor Relations of the State of California promulgates prevailing wage 

determinations, Contractor hereby agrees that it, and any subcontractor under it, shall pay not less than the 

specified prevailing rates of wages to all such workers.  The general prevailing wage determinations for 

crafts can be located on the website of the Department of Industrial Relations (www.dir.ca.gov/DLSR).  

Additionally, to perform work under this Contract, Contractor must meet all State registration requirements 

and criteria, including project compliance monitoring. 

 

http://www.dir.ca.gov/DLSR
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c. Contractor represents and warrants that it: 

 
(1) Has complied and shall at all times during the term of this Agreement 

comply, in all respects, with all immigration laws, regulations, statutes, rules, codes, and orders, including, 

without limitation, the Immigration Reform and Control Act of 1986 (IRCA); and  

 
(2) Has not and will not knowingly employ any individual to perform services 

under this Agreement who is ineligible to work in the United States or under the terms of this Agreement; 

and  

 

(3) Has properly maintained, and shall at all times during the term of this 

Agreement properly maintain, all related employment documentation records including, without limitation, 

the completion and maintenance of the Form I-9 for each of Contractor’s employees; and  

 

(4) Has responded, and shall at all times during the term of this Agreement 

respond, in a timely fashion to any government inspection requests relating to immigration law compliance 

and/or Form I-9 compliance and/or worksite enforcement by the Department of Homeland Security, the 

Department of Labor, or the Social Security Administration.  

 
d. Contractor shall require all subcontractors or subconsultants to make the same 

representations and warranties as set forth in Subsection 21.c. 

 
e. Contractor shall, upon request of City, provide a list of all employees working 

under this Agreement and shall provide, to the reasonable satisfaction of City, verification that all such 

employees are eligible to work in the United States.  All costs associated with such verification shall be 

borne by Contractor.  Once such request has been made, Contractor may not change employees working 

under this Agreement without written notice to City, accompanied by the verification required herein for 

such employees. 

 
f. Contractor shall require all subcontractors or sub-consultants to make the same 

verification as set forth in Subsection 21.e. 

 
g. If Contractor or subcontractor knowingly employs an employee providing work 

under this Agreement who is not authorized to work in the United States, and/or fails to follow federal laws 

to determine the status of such employee, that shall constitute a material breach of this Agreement and may 

be cause for immediate termination of this Agreement by City. 

 

h. Contractor agrees to indemnify and hold City, its officers, officials, agents and 

employees harmless for, of and from any loss, including but not limited to fines, penalties and corrective 

measures City may sustain by reason of Contractor's failure to comply with said laws, rules and regulations 

in connection with the performance of this Agreement. 

 

 22. Governing Law and Venue.  This Agreement shall be construed in accordance with and 

governed by the laws of the State of California and Contractor agrees to submit to the jurisdiction of 

California courts.  Venue for any dispute arising under this Agreement shall be in Orange County, 

California. 

 

23. Integration.  This Agreement constitutes the entire agreement of the parties.  No other 

agreement, oral or written, pertaining to the work to be performed under this Agreement shall be of any 
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force or effect unless it is in writing and signed by both parties.  Any work performed which is inconsistent 

with or in violation of the provisions of this Agreement shall not be compensated. 

 

 24. Notice.  Except as otherwise provided herein, all notices required under this Agreement 

shall be in writing and delivered personally, by e-mail, or by first class U.S. mail, postage prepaid, to each 

party at the address listed below.  Either party may change the notice address by notifying the other party 

in writing.  Notices shall be deemed received upon receipt of same or within three (3) days of deposit in the 

U.S. Mail, whichever is earlier.  Notices sent by e-mail shall be deemed received on the date of the e-mail 

transmission. 

 

 “CONTRACTOR”     “CITY” 

 

       City of Orange  

       300 E. Chapman Avenue 

       Orange, CA  92866-1591 

Attn.:        Attn.: _______________ 

 

Telephone:         Telephone:   

E-Mail:        E-Mail:   

 

 25. Counterparts.  This Agreement may be executed in one or more counterparts, each of 

which shall be deemed an original, but all of which together shall constitute one and the same instrument.  

Signatures transmitted via facsimile and electronic mail shall have the same effect as original signatures. 

 

[Remainder of page intentionally left blank; signatures on next page] 
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IN WITNESS of this Agreement, the parties have entered into this Agreement as of the year and 

day first above written. 

 

“CONTRACTOR”      “CITY” 

 

[Insert name of contractor.]    CITY OF ORANGE, a municipal corporation 

 

 

*By:       By:       

Printed Name: ____________________________ [Insert City Manager’s Name if Contract does 

not require Council Approval or Mayor if 

Contract requires City Council approval.] 

Title:    

 

 

*By:       ATTEST: 

Printed Name:      

Title:       

              

Pamela Coleman, City Clerk [This attestation 

provision needs to be included in all Contracts.] 

 

 

APPROVED AS TO FORM: 

 

 

              

by (Senior Assistant) City Attorney 

[Insert “NAME, City Attorney” if Contract 

requires Council approval] 

 

 

*NOTE: City requires the following signature(s) on behalf of the Contractor: 

-- (1) the Chairman of the Board, the President or a Vice-President, AND (2) the 

Secretary, the Chief Financial Officer, the Treasurer, an Assistant Secretary or an 

Assistant Treasurer.  If only one corporate officer exists or one corporate officer holds 

more than one corporate office, please so indicate. OR  

-- The corporate officer named in a corporate resolution as authorized to enter into this 

Agreement.  A copy of the corporate resolution, certified by the Secretary close in 

time to the execution of the Agreement, must be provided to City. 

 

 

 



 

 

 

EXHIBIT “A” 

 

SCOPE OF SERVICES 

 

[Beneath this sheet.] 
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ATTACHMENT D: COST PROPOSAL FORM 
 
 

Attachment D - Cost Proposal Form 
 

See Separate Excel File for Cost Proposal Form  
          

RFP 25-26.24 - Desktop Support Services  

          

Company 
Name: 

    

          

    Monthly / Yearly Costs     

Item Qty. Description Monthly Cost Annual Cost 

1. 12 10/1/2026 through 9/30/2027 year 1      

2. 12 10/1/2027 through 9/30/2028 year 2     

3. 12 10/1/2028 through 9/30/2029 year 3     

    GRAND TOTAL  $                 -     $                 -    

          

    Optional Extension Monthly / Yearly Costs   

Item Qty. Description Monthly Cost Annual Cost 

1. 12 10/1/2029 through 9/30/2030 year 4     

2. 12 10/1/2030 through 9/30/2031 year 5     

    OPTIONAL TOTAL  $                 -     $                 -    

 


