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COUNTY’S ADMINISTRATION 
 

MASTER AGREEMENT NO. _________________ WORK ORDER NO. ___________ 
 

COUNTY PROJECT DIRECTOR: 
 

Name:   

Title:   

Address:   

   

Telephone:   

Facsimile:   

E-Mail Address:   

 
COUNTY PROJECT MANAGER: 
 

Name:   

Title:   

Address:   

   

Telephone: ________________________________ 

Facsimile: ________________________________ 

E-Mail Address: ________________________________ 

 
CONTRACT COMPLIANCE OFFICER: 
 

Name:   

Title:   

Address:   

   

Telephone: ________________________________ 

Facsimile: ________________________________ 

E-Mail Address: ________________________________ 

 
COUNTY ACCOUNTS PAYABLE REPRESENTATIVE: 
 

Name:   

Title:   

Address:   

   

Telephone:   

Facsimile:   

E-Mail Address:   
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CONTRACTOR’S ADMINISTRATION 
 

   
CONTRACTOR’S NAME 

 
MASTER AGREEMENT NO. _________________ WORK ORDER NO. ___________ 
 

CONTRACTOR PROJECT MANAGER: 
Name:   

Title:   

Address:   

   

Telephone:   

Facsimile:   

E-Mail Address:   

 

CONTRACTOR’S AUTHORIZED OFFICIAL(S) 
Name:   

Title:   

Address:   

   

Telephone:   

Facsimile:   

E-Mail Address:   

 
Name:   

Title:   

Address:   

   

Telephone:   

Facsimile:   

E-Mail Address:   

 
Notices to Contractor shall be sent to the following address: 
 

Name:   

Title:   

Address:   

   

Telephone:   

Facsimile:   

E-Mail Address:  
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CONTRACTOR'S EEO CERTIFICATION 
 
 
  
Contractor Name 

  
Address 

  
Internal Revenue Service Employer Identification Number 
 
 

GENERAL CERTIFICATION 
 
In accordance with Section 4.32.010 of the Code of the County of Los Angeles, the Contractor, 
supplier, or Vendor certifies and agrees that all persons employed by such firm, its affiliates, 
subsidiaries, or holding companies are and will be treated equally by the firm without regard to or 
because of race, religion, ancestry, national origin, or sex and in compliance with all anti-
discrimination laws of the United States of America and the State of California. 
 
 

CONTRACTOR'S SPECIFIC CERTIFICATIONS 
 

1. The Contractor has a written policy statement prohibiting Yes  No  
 discrimination in all phases of employment. 
 
2. The Contractor periodically conducts a self analysis Yes  No  
 or utilization analysis of its work force. 
 
3. The Contractor has a system for determining if Yes  No  
 its employment practices are discriminatory  
 against protected groups. 
 
4. Where problem areas are identified in employment Yes  No  
 practices, the Contractor has a system for taking  
 reasonable corrective action, to include 
 establishment of goals or timetables. 
 
 
  
Authorized Official’s Printed Name and Title 

 
    
Authorized Official’s Signature Date 
 



EXHIBIT D 

Title 2 ADMINISTRATION 
Chapter 2.203.010 through 2.203.090 

 CONTRACTOR EMPLOYEE JURY SERVICE 
Page 1 of 3 

 

County of Los Angeles  Transcription Services 
Sheriff’s Department  Exhibit D – Contractor Employee Jury Service 
  RFSQ 694-SH 

2.203.010 Findings. 
 
The County Board of Supervisors makes the following findings. The County of Los Angeles allows its 
permanent, full-time employees unlimited jury service at their regular pay. Unfortunately, many businesses 
do not offer or are reducing or even eliminating compensation to employees who serve on juries. This 
creates a potential financial hardship for employees who do not receive their pay when called to jury service, 
and those employees often seek to be excused from having to serve. Although changes in the court rules 
make it more difficult to excuse a potential juror on grounds of financial hardship, potential jurors continue 
to be excused on this basis, especially from longer trials. This reduces the number of potential jurors and 
increases the burden on those employers, such as the County of Los Angeles, who pay their permanent, 
full-time employees while on juror duty. For these reasons, the County of Los Angeles has determined that 
it is appropriate to require that the businesses with which the County contracts possess reasonable jury 
service policies. (Ord. 2002-0015 § 1 (part), 2002) 
 

2.203.020 Definitions. 
 
The following definitions shall be applicable to this chapter: 
 
A.  “Contractor” means a person, partnership, corporation or other entity which has a contract with the 

County or a subcontract with a County contractor and has received or will receive an aggregate 
sum of $50,000 or more in any 12-month period under one or more such contracts or subcontracts. 

 
B. “Employee” means any California resident who is a full-time employee of a contractor under the 

laws of California. 
 
C. “Contract” means any agreement to provide goods to, or perform services for or on behalf of, the 

county but does not include: 
 

1. A contract where the Board finds that special circumstances exist that justify a waiver of the 
requirements of this chapter; or 

 
2. A contract where federal or State law or a condition of a Federal or State program mandates 

the use of a particular contractor; or 
 
3. A purchase made through a State or Federal contract; or 
 
4. A monopoly purchase that is exclusive and proprietary to a specific manufacturer, distributor, 

or reseller, and must match and inter-member with existing supplies, equipment or systems 
maintained by the County pursuant to the Los Angeles County Purchasing Policy and 
Procedures Manual, Section P-3700 or a successor provision; or 

 
5. A revolving fund (petty cash) purchase pursuant to the Los Angeles County Fiscal Manual, 

Section 4.4.0 or a successor provision; or 
 
6. A purchase card purchase pursuant to the Los Angeles County Purchasing Policy and 

Procedures Manual, Section P-2810 or a successor provision; or 
 
7. A non-agreement purchase with a value of less than $5,000 pursuant to the Los Angeles 

County Purchasing Policy and Procedures Manual, Section A-0300 or a successor provision; 
or 

 

8. A bona fide emergency purchase pursuant to the Los Angeles County Purchasing Policy and 
Procedures Manual, Section PP-1100 or a successor provision. 
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D. “Full time” means 40 hours or more worked per week, or a lesser number of hours if: 
 

1.  The lesser number is a recognized industry standard as determined by the chief 
administrative officer, or 

 
2. The contractor has a long-standing practice that defines the lesser number of hours as full 

time. 
 
E. “County” means the county of Los Angeles or any public entities for which the board of supervisors 

is the governing body. (Ord. 2002-0040 § 1, 2002: Ord. 2002-0015 § 1 (part), 2002) 
 

2.203.030 Applicability. 
 
This chapter shall apply to contractors who enter into contracts that commence after July 11, 2002. This 
chapter shall also apply to contractors with existing contracts which are extended into option years that 
commence after July 11, 2002. Contracts that commence after May 28, 2002, but before July 11, 2002, 
shall be subject to the provisions of this chapter only if the solicitations for such contracts stated that the 
chapter would be applicable. (Ord. 2002-0040 § 2, 2002: Ord. 2002-0015 § 1 (part), 2002) 
 

2.203.040 Contractor Jury Service Policy.  
 
A contractor shall have and adhere to a written policy that provides that its employees shall receive from 
the contractor, on an annual basis, no less than five days of regular pay for actual jury service. The policy 
may provide that employees deposit any fees received for such jury service with the contractor or that the 
contractor deduct from the employees’ regular pay the fees received for jury service. (Ord. 2002-0015 § 1 
(part), 2002) 
 

2.203.050 Other Provisions.  
 
A. Administration. The chief administrative officer shall be responsible for the administration of this 

chapter. The chief administrative officer may, with the advice of County Counsel, issue 
interpretations of the provisions of this chapter and shall issue written instructions on the 
implementation and ongoing administration of this chapter. Such instructions may provide for the 
delegation of functions to other county departments. 

 
B. Compliance Certification. At the time of seeking a contract, a contractor shall certify to the County 

that it has and adheres to a policy consistent with this chapter or will have and adhere to such a 
policy prior to award of the contract. (Ord. 2002-0015 § 1 (part), 2002) 

 

2.203.060 Enforcement and Remedies.  
 
For a contractor’s violation of any provision of this chapter, the County department head responsible for 
administering the contract may do one or more of the following: 
 
1. Recommend to the Board of Supervisors the termination of the contract; and/or, 
 
2. Pursuant to chapter 2.202, seek the debarment of the contractor. (Ord. 2002-0015 § 1 (part), 2002) 
 

2.203.070. Exceptions. 
 
A. Other Laws. This chapter shall not be interpreted or applied to any contractor or to any employee 

in a manner inconsistent with the laws of the United States or California. 
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B. Collective Bargaining Agreements. This chapter shall be superseded by a collective bargaining 
agreement that expressly so provides. 

 
C. Small Business. This chapter shall not be applied to any contractor that meets all of the following: 
 
 1. Has ten or fewer employees during the contract period; and, 
 
 2. Has annual gross revenues in the preceding twelve months which, if added to the annual 

amount of the contract awarded, are less than $500,000; and, 
 
 3. Is not an affiliate or subsidiary of a business dominant in its field of operation. 
 
“Dominant in its field of operation” means having more than ten employees and annual gross revenues in 
the preceding twelve months which, if added to the annual amount of the contract awarded, exceed 
$500,000. 
 
“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 
20 percent owned by a business dominant in its field of operation, or by partners, officers, directors, majority 
stockholders, or their equivalent, of a business dominant in that field of operation. (Ord. 2002-0015 § 1 
(part), 2002) 
 

2.203.090. Severability. 
 
If any provision of this chapter is found invalid by a court of competent jurisdiction, the remaining provisions 
shall remain in full force and effect. (Ord. 2002-0015 § 1 (part), 2002) 
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EXHIBIT F 
RATE OF COMPENSATION 

 
All rates shall remain firm and fixed for the Term of the Master Agreement. 

ROUTINE JOBS 

LANGUAGE DESCRIPTION 

PRICE PER LINE (based 
on 60 characters per line) 

($) 

English to English Digital audio, audio/video cassette tape, CD, or DVD 
recorded dictation of any length. 

0.20 

Spanish to English Digital audio, audio/video cassette tape, CD, or DVD 
recorded dictation of any length. 

0.75 

Chinese dialect(s) 
to English 

Digital audio, audio/video cassette tape, CD, or DVD 
recorded dictation of any length. 

0.75 

   

PRIORITY JOBS APPROVED BY COUNTY PROJECT MANAGER* 

LANGUAGE DESCRIPTION 

PRICE PER LINE (based 
on 60 characters per line) 

($) 

English to English 
24 Hr. Turnaround 

Digital audio, audio/video cassette tape, CD, or DVD 
recorded dictation of any length. 

0.30 

Spanish to English 
48 Hr. Turnaround 

Digital audio, audio/video cassette tape, CD, or DVD 
recorded dictation of any length.  

1.00 

Chinese dialect(s) 
to English 
48 Hr. Turnaround 

Digital audio, audio/video cassette tape, CD, or DVD 
recorded dictation of any length.  

1.00 

   

PICK-UP AND DELIVERY CHARGES 

SERVICE DESCRIPTION 
PRICE/EACH 

($) 

Pick-up Pick up from any location identified in Exhibit B (Statement 
of Work), Attachment B1 (Bureau/Unit Locations and 
Addresses). 35.00 

Delivery Delivery to any location identified in Exhibit B (Statement of 
Work), Attachment B1 (Bureau/Unit Locations and 
Addresses). 35.00   

 

SPECIAL RATES* 

SERVICE DESCRIPTION 

PRICE/ 
INDICATE UNIT 

($) 

Unintelligible Audio 
Review 

Transcription of dictation, recorded on any media, that is 
extremely inaudible or impossible to understand in totality 
and requires additional labor for transcription. 

.50/English per line 
1.25/Spanish per line 

1.25/Chinese dialect(s) 
per line 

Blank Audio 
Recording Review 

County will not reimburse Contractor for any review or attempted transcription of audio 
recordings with no vocalized communication.  Please refer to Paragraph 2.4.5 (Blank 
Audio Recordings Review) of Attachment 1 (Statement of Work). 

* Must be approved by County Project Manager in writing prior to beginning Work 
  Note: No minimum job fee; no fee for corrections 
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COVID-19 Vaccination Certification of Compliance 
Urgency Ordinance, County Code Title 2 – Administration, Division 4 – 

Miscellaneous – Chapter 2.212 (COVID-19 Vaccinations of County Contractor Personnel) 

 
 
 

I, _________________, on behalf of ____________________________, (“Contractor”),  
 
certify that on County Contract _____________________________________________ 
                                                         [ENTER CONTRACT NUMBER AND NAME]: 
 

____ All Contractor Personnel* on this Contract are fully vaccinated as required 
by the Ordinance. 

 
____ Most Contractor Personnel* on this Contract are fully vaccinated as 

required by the Ordinance.  The Contractor or its employer of record, has 
granted a valid medical or religious exemption to the below identified 
Contractor Personnel. Contractor will certify weekly that the following 
unvaccinated Contractor Personnel have tested negative within 72 hours 
of starting their work week under the County Contract, unless the 
contracting County department requires otherwise.  The Contractor 
Personnel who have been granted a valid medical or religious exemption 
are [LIST ALL CONTRACTOR PERSONNEL]:  

 
*Contractor Personnel includes subcontractors: 
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________  

 
I have authority to bind the Contractor, and have reviewed the requirements above and 
further certify that I will comply with said requirements.   
 
 
_________________________________  _________________________ 
Signature       Date 
 
_________________________________    
Title 
 

_________________________________ 
Company/Contractor Name   

Released December 14, 2021        Version 2.0 
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TRANSCRIPTION SERVICES 

 MASTER AGREEMENT 

 
CERTIFICATION OF EMPLOYEE STATUS 

 
(Note:  This certification is to be executed and returned to County before Work begins.  Work cannot begin until County 
receives this executed document.) 

 

   
CONTRACTOR NAME 

 
 
County Master Agreement No.   
 

I CERTIFY THAT:  (1) I am an Authorized Official of Contractor;  (2) the individual(s) named below 
is(are) this organization’s employee(s);  (3) applicable State and Federal income tax, FICA, 
unemployment insurance premiums, and workers' compensation insurance premiums, in the 
correct amounts required by State and Federal law, will be withheld as appropriate, and paid by 
Contractor for the individual(s) named below: 
 

EMPLOYEES 

 

1.   
 
2.   
 
3.   
 
4.   
 
 
 
I declare under penalty of perjury that the foregoing is true and correct. 
 

  
Signature of Authorized Official 

 
  
Printed Name of Authorized Official 

 
  
Title of Authorized Official 

 
  
Date 
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TRANSCRIPTION SERVICES 

 MASTER AGREEMENT 

 
CERTIFICATION OF NO CONFLICT OF INTEREST 

 
(Note: This certification is to be executed and returned to County before Work begins.  Work cannot begin until 

County receives this executed document.) 

 

______________________________________________ 
CONTRACTOR NAME 

 
County Master Agreement No.   

 

Los Angeles County Code Section 2.180.010.A provides as follows: 
 
“Certain contracts prohibited. 

A. Notwithstanding any other section of this code, the County shall not contract with, and shall reject any bid or 
proposal submitted by, the persons or entities specified below, unless the County Board of Supervisors finds 
that special circumstances exist which justify the approval of such contract: 

 1. Employees of the County or of public agencies for which the Board of Supervisors is the governing 
body; 

 2. Profit-making firms or businesses in which employees described in subdivision 1 of subsection A 
serve as officers, principals, partners, or major shareholders; 

 3. Persons who, within the immediately preceding 12 months, came within the provisions of 
subdivision 1 of subsection A, and who: 

 a. Were employed in positions of substantial responsibility in the area of service to be performed 
by the contract; or 

 b. Participated in any way in developing the contract or its service specifications; and 

 4. Profit-making firms or businesses in which the former employees, described in subdivision 3 of 
subsection A, serve as officers, principals, partners, or major shareholders.” 

 

Contractor hereby declares and certifies that no Contractor Personnel, nor any other person acting on 
Contractor’s behalf, who prepared and/or participated in the preparation of the bid or proposal submitted 
for the Work Order specified above, is within the purview of County Code Section 2.180.010.A, above. 

 

I declare under penalty of perjury that the foregoing is true and correct. 
 
  
Signature of Authorized Official 
 
  
Printed Name of Authorized Official 
 
  
Title of Authorized Official 
 
  
Date
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(Note: This certification is to be executed and returned to County before Work begins.  Work cannot begin until County receives 
this executed document.) 

 
Contractor Name   
 
County Master Agreement No.   

 
GENERAL INFORMATION: 

The Contractor referenced above has entered into a Master Agreement with the County of Los Angeles to provide certain services to 
the County.  The County requires the Corporation to sign this Contractor Acknowledgement and Confidentiality Agreement. 

 

CONTRACTOR ACKNOWLEDGEMENT: 

Contractor understands and agrees that the Contractor employees, consultants, Outsourced Vendors and independent contractors 
(Contractor’s Staff) that will provide services in the above referenced agreement are Contractor’s sole responsibility.  Contractor 
understands and agrees that Contractor’s Staff must rely exclusively upon Contractor for payment of salary and any and all other 
benefits payable by virtue of Contractor’s Staff’s performance of work under the above-referenced Master Agreement. 
 
Contractor understands and agrees that Contractor’s Staff are not employees of the County of Los Angeles for any purpose whatsoever 
and that Contractor’s Staff do not have and will not acquire any rights or benefits of any kind from the County of Los Angeles by virtue 
of my performance of work under the above-referenced Master Agreement.  Contractor understands and agrees that Contractor’s Staff 
will not acquire any rights or benefits from the County of Los Angeles pursuant to any agreement between any person or entity and the 
County of Los Angeles. 

 

CONFIDENTIALITY AGREEMENT: 

Contractor and Contractor’s Staff may be involved with work pertaining to services provided by the County of Los Angeles and, if so, 
Contractor and Contractor’s Staff may have access to confidential data and information pertaining to persons and/or entities receiving 
services from the County.  In addition, Contractor and Contractor’s Staff may also have access to proprietary information supplied by 
other vendors doing business with the County of Los Angeles.  The County has a legal obligation to protect all such confidential data 
and information in its possession, especially data and information concerning health, criminal, and welfare recipient records.  Contractor 
and Contractor’s Staff understand that if they are involved in County work, the County must ensure that Contractor and Contractor’s 
Staff, will protect the confidentiality of such data and information.  Consequently, Contractor must sign this Confidentiality Agreement 
as a condition of work to be provided by Contractor’s Staff for the County.   
 
Contractor and Contractor’s Staff hereby agrees that they will not divulge to any unauthorized person any data or information obtained 
while performing work pursuant to the above-referenced Master Agreement between Contractor and the County of Los Angeles.  
Contractor and Contractor’s Staff agree to forward all requests for the release of any data or information received to County’s Project 
Manager. 
 
Contractor and Contractor’s Staff agree to keep confidential all health, criminal, and welfare recipient records and all data and 
information pertaining to persons and/or entities receiving services from the County, design concepts, algorithms, programs, formats, 
documentation, Contractor proprietary information and all other original materials produced, created, or provided to Contractor and 
Contractor’s Staff under the above-referenced Master Agreement.  Contractor and Contractor’s Staff agree to protect these confidential 
materials against disclosure to other than Contractor or County employees who have a need to know the information.  Contractor and 
Contractor’s Staff agree that if proprietary information supplied by other County vendors is provided to Contractor during this 
employment, Contractor and Contractor’s Staff shall keep such information confidential. 
 
Contractor and Contractor’s Staff agree to report any and all violations of this agreement by Contractor and Contractor’s Staff and/or 
by any other person of whom Contractor and Contractor’s Staff become aware.   
 
Contractor and Contractor’s Staff acknowledge that violation of this agreement may subject Contractor and Contractor’s Staff to civil 
and/or criminal action and that the County of Los Angeles may seek all possible legal redress. 

 

SIGNATURE:   DATE: _____/_____/_____ 

 

PRINTED NAME:   

 

POSITION:  
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SAMPLE INVOICE 

Invoice to include information below at a minimum 
 

 

 
 

Case # Interviewee Language Lines Rate Amount 

IAB 12345 Jane Doe Eng 252 0.20 50.40 

IAB 12346 John Doe Sp 150 0.75 112.50 

      

Special Fee: 
     

Pick up 
    

35.00 

      

    
Total: 197.90 

 
Reviewed and approved by Sheriff's Personnel: 
 
  
Signature 
 

      

Printed Name   Title   Date 

 

 

 

1

CONTRACTOR NAME 

ADDRESS 

PHONE 

 

INVOICE # 

INVOICE DATE 

 

AGREEMENT # 

BUREAU 

ADDRESS 

 

BILLING PERIOD: 

BEGINNING: Date 

ENDING: Date 
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INVOICE DISCREPANCY REPORT 
 

1. INVOICE DISCREPANCY to be completed by County Project Manager 

Today’s Date:   

Contractor:   

Phone Number:   

Date of Subject Invoice:   

Description of Issues with Subject Invoice: 

  

  

  

Signed:   Date:   
 County Project Manager  

2. REVIEWED: 

Signed:   Date:   
 County Project Director  

3. CONTRACTOR RESPONSE (to be completed by Contractor Project Director) 

Date received from County Project Manager:   

Explanation regarding Issues with Subject Invoice:   

  

  

Corrective Action Taken:   

  

  

Signed:   Date:   
 Contractor Project Director 

4. COUNTY EVALUATION of Contractor’s Response and Action taken. 

  

  

  

5. Approved by COUNTY: 

  Date:   

  Date:   

6. Contractor Notified on   Date:   

 
INSTRUCTIONS 
County Project Manager:  Forward IDR to the Contractor for investigation and response. 
Contractor:  Must respond to County Project Manager in writing within ten days of receipt of IDR. 
County Project Manager:  Forward completed IDR to Contracts Unit 


