CRYSTAL

‘\\ 5110 West Goldleaf Circle
\\\\‘ Suite 150
\ Los Angeles, CA 90056-1282
STAIRS,INC. (323) 299-8998

REQUEST FOR PROPOSAL
WEBSITE DESIGN AND DEVELOPMENT

RFP: 2022-10226
February 7, 2022

Dear Vendor:

Crystal Stairs, Inc. (“Crystal Stairs”) cordially invites you to submit your response to this Request for
Proposal (“RFP”) to provide website design and development services (“Services”) to Crystal Stairs no
later than 4:00p.m. PST on March 4, 2022.

As a vendor being considered for this RFP, it is important that the enclosed Non-Disclosure and
Confidentiality Agreement (“Confidentiality Agreement”) be signed and returned with your response.
The Confidentiality Agreement ensures Crystal Stairs the right of confidential and secured information. All
information submitted will become the sole property of Crystal Stairs. Additionally, please find the
enclosed Subcontract Agreement template, which illustrates the types of required contractual provisions
that will be found in the final agreement between Crystal Stairs and your company.

It is the responsibility of the vendor to respond to the information requested on this RFP. During the RFP
process, vendors are prohibited from contacting any board member, employee or manager of Crystal Stairs
to solicit information regarding the progress of this RFP. If any vendor attempts to solicit such information,
they may be disqualified and eliminated from consideration.

For clarification purposes only, your company may receive a request from a designated member of Crystal
Stairs, who will identify themselves and request additional information or clarification to your answers.
Your answer must be in writing and returned to Crystal Stairs by e-mail at email address designated below
or mail at 5110 West Goldleaf Circle, Suite 150, Los Angeles, California 90056-1282 address to the
designated Crystal Stairs representative listed below. When a selection is made, Crystal Stairs will notify
each vendor if they were selected as vendor of choice. Crystal Stairs reserves the right to withhold any
information regarding why a vendor was not selected.

Thank you and we look forward to hearing from you shortly.

Sincerely,

Thomas Fernandez

Purchasing | Operations Coordinator
Crystal Stairs, Inc.

Phone: (323) 421-1315
tfernandez@CrystalStairs.org
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CRYSTAL
‘\\ 5110 West Goldleaf Circle

\\\\ Suite 150
\ Los Angeles, CA 90056-1282
STAIRS,INC.

(323) 299-8998

CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT
RFP: 2022-10226

This Confidentiality and Non-Disclosure Agreement (“Agreement”) is made as of the date indicated by
the signature below, by and between Crystal Stairs, Inc. (“Crystal Stairs™), a California non-profit public
benefit corporation, located at 5110 West Goldleaf Circle, Suite 150, Los Angeles, California 90056-1282,
and the undersigned (“Receiving Party”), in connection with the evaluation of a potential relationship
and/or in the performance of certain contemplated services to be performed by the Receiving
Party (“Purpose”). Crystal Stairs and Receiving Party are sometimes collectively referred to herein as the
“Parties” and individually as a “Party”.

NOW THEREFORE, in consideration of the mutual promises, covenants, warranties, and other
good and valuable consideration set forth herein, the Parties agree as follows:

TERMS

1. Confidential Information: Receiving Party, and Receiving Party’s officers, employees and
agents (“Receiving Party’s Staff”’), may have access to and learn about confidential, secret and proprietary
information of and/or relating to Crystal Stairs, and its businesses and existing and prospective clients,
employees, suppliers, and other associated third parties (“Confidential Information”). Confidential
Information and Crystal Stairs’ ability to reserve it for the exclusive knowledge and use of Crystal Stairs is
of great competitive importance and commercial value to Crystal Stairs, and improper use or disclosure of
it may cause Crystal Stairs to incur financial costs, loss of business advantage, liability, civil damages and
criminal penalties.

Confidential Information includes, but is not limited to, all information not generally known to the
public, in any form or medium, relating directly or indirectly to, financial and personal information of the
business accounts, customers, clients, employees, volunteers, interns and affairs of Crystal Stairs; training
and operations materials and memoranda of Crystal Stairs and its businesses; any existing or prospective
customer or client, or of any other person or entity that has entrusted information to Crystal Stairs in
confidence; and information that is marked or identified as confidential or proprietary, or that would
otherwise appear to a reasonable person to be confidential or proprietary in the context and circumstances
in which the information is known or used.

2. Disclosure and Use Restrictions: Receiving Party will, treat all Confidential Information as
strictly confidential; not directly or indirectly disclose, publish, communicate or make available
Confidential Information, nor allow it to be disclosed, published, communicated or made available, in
whole or part, to any entity or person not having a need and authority to know and use the Confidential
Information and, in any event, not to anyone outside of the direct employ of Crystal Stairs, except as
required for the Purpose; and not access or use any Confidential Information, and not copy or remove from
Crystal Stairs’ premises or control, any Confidential Information, except as required for the Purpose or with
the prior consent of an authorized Crystal Stairs officer, and then, such disclosure will be made only within
the limits and to the extent of such duties or consent.

Nothing herein will be construed to prevent disclosure of Confidential Information as may be
required by applicable law or regulation, or pursuant to the valid order of a court of competent jurisdiction
or an authorized government agency, provided that the disclosure does not exceed the extent of disclosure
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required by such law, regulation or order. Receiving Party will promptly provide written notice of any such
order to an authorized officer of Crystal Stairs within 7 days of receiving such order, but in any event,
sufficiently in advance of making any disclosure to permit Crystal Stairs to contest the order or seek
confidentiality protections, as determined in Crystal Stairs’ sole discretion.

3. Duration of Confidentiality Obligations: The obligations under this Agreement continue until
such time as such Confidential Information has become public knowledge, other than as a result of
Receiving Party’s breach of this Agreement or breach by those acting in concert with or on behalf of the
Receiving Party.

4. Remedies: In the event of a breach or threatened breach by Receiving Party of any of the provisions
of this Agreement, Crystal Stairs will be entitled to seek, in addition to other available remedies, a temporary
or permanent injunction, or other equitable relief, against such breach or threatened breach from any court
of competent jurisdiction, without the necessity of showing any actual damages or that monetary damages
would not afford an adequate remedy, and without the necessity of posting any bond or other security. The
aforementioned equitable relief is in addition to, not in lieu of, legal remedies, monetary damages or other
available forms of relief.

5. Return and Destruction of Confidential Information: Receiving Party will provide or return to
Crystal Stairs any and all documents and materials belonging to Crystal Stairs upon, (i) completion of the
Purpose; or (ii) Crystal Stairs’ request, at any time.

6. No Obligations: This Agreement does not obligate Crystal Stairs to disclose any information or
negotiate or enter into any agreement or relationship with Receiving Party.

7. Remedies: Due to the unique nature of the Confidential Information, any breach of this Agreement
would cause immediate and irreparable harm to Crystal Stairs and therefore Crystal Stairs is entitled to
specific performance and injunctive or other equitable relief without the necessity of a bond in addition to
all other remedies available at law.

8. Dispute Resolution: If a dispute arises out of this Agreement and cannot be settled through
informal discussions or negotiations, the Parties will first try to settle the dispute in good faith by submitting
the dispute to a sole mediator mutually selected by the Parties. If the dispute is not then resolved, then,
upon notice by either Party, such dispute will be settled by binding arbitration, administered by an arbitrator
mutually agreed to by the Parties, in accordance with the rules and procedures used by said arbitrator, and
who will be competent in the legal and technical aspects of the subject matter of, and will not limit, expand
or modify the terms found in this Agreement. A request by either Party to a court for interim protection
will not affect the arbitration obligation. Each Party will bear their own expenses and an equal share of all
costs and fees of the mediation and/or arbitration. The prevailing Party will be entitled to attorneys’ fees
and costs associated with mediation and/or arbitration, and judgment on the written award may be entered
by any court having jurisdiction. The contents and result of mediation and/or arbitration will be held in
strict confidence by the Parties, who will be bound by a confidentiality agreement.

9, Modifications: No amendments, alterations, changes or modifications to the terms and conditions
of this Agreement are valid, unless made in writing, approved by Crystal Stairs, and signed by authorized
Party representatives.

10. Notices: All notices required to be given herein will be made in writing and sent by, overnight
courier; certified mail with return receipt requested; or emailed, with confirmation of receipt to the below
designated Party recipients at the addresses listed above, with a courtesy copy to the Crystal Stairs Legal
Department at the address listed above. Unless otherwise specified herein, all notices are effective upon
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receipt. The Parties may change this information by informing the other Party in writing of such change.

Crystal Stairs Receiving Party
Attn: Thomas Fernandez See end of Agreement.
tfernandez@CrystalStairs.org

11. Jurisdiction & Venue: This Agreement, and the rights and obligations of the Parties as set forth
herein, are governed by and construed in accordance with the laws of the State of California, without regard
to conflict of law principles that would require the application of law from another jurisdiction. Any claim
or dispute arising out of this Agreement will be resolved in Los Angeles County, California.

12. Waiver: Failure or delay by either Party to enforce any term or condition of this Agreement does
not constitute a waiver of such, or of any other term or condition, unless such waiver is in writing and
signed by an authorized Party representative. Any waiver to, or of, any breach by the other Party, does not
constitute waiver of, or excuse for any other, different or subsequent breach.

13. Table of Contents & Headings: The Table of Contents and Section headings set forth herein are
for convenience only and do not affect the construction of this Agreement.

14. Entire Agreement: Except as otherwise provided for herein, this Agreement constitutes the entire
agreement, final expression and exclusive statement of mutual understanding between the Parties relating
to the subject matter contained herein and supersedes and cancels all prior written and oral agreements,
communications and understandings, of any type whatsoever, made between the Parties in connection to
this Agreement. Neither Party has made any oral nor written statements, which are not included in this
Agreement, and that in any way induced either Party to enter into this Agreement.

15. Severability & Survival: If any term or condition of this Agreement is determined to be invalid
or unenforceable by a court of competent jurisdiction, such term or condition will be deemed stricken, and
the remainder of this Agreement will remain in full force and effect, and not affected thereby. The rights,
duties, obligations and warranties of the Parties, which by their terms are to survive termination of this
Agreement, survive termination, to the fullest extent permitted by applicable statute of limitation laws.

16. Counterparts & Photocopies: This Agreement may be executed in one or more counterparts,
each of which are deemed an original. A copy of this Agreement with a photocopied signature (including
signatures reproduced by electronic means) may be used as an original signature for all purposes, unless a
copy with an original signature is produced.

[Signature on following page.]
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IN WITNESS WHEREOF, the Parties, intending to be legally bound, have caused this Agreement

to be executed. The undersigned certify that by signing this Agreement, they are duly authorized to execute
this Agreement.

RECEIVING PARTY INFORMATION

Company Name:

Company Address:

By:

Authorized Signatory
Name:
Title:
Date:
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CRYSTAL

‘\\ 5110 West Goldleaf Circle
\\\\‘ Suite 150
\ Los Angeles, CA 90056-1282
STAIRS,INC. (323) 299-8998

REQUEST FOR PROPOSAL
Introduction to Invitation

RFP: 2022-10226

As a participant of the RFP bidding process, bidder is expected to abide by all terms and conditions of this
RFP and bidder is advised to carefully review all instructions outlined in this RFP. In order to be
considered, bidder must provide responses and answers to all questions found in the sections and
attachments to this RFP, must be able to demonstrate that it meets the minimum qualifications established
in this RFP and has the ability to provide the Services. Failure to provide this necessary documentation
will cause the proposal to be rejected as non-responsive. The RFP will in no manner be construed as a
commitment on the part of Crystal Stairs to select any proposal.

Crystal Stairs reserves the right to, reject any or all proposals; waive minor irregularities in the RFP process
or in the RFP responses; re-advertise this RFP; postpone or cancel this process; select and procure parts of
services; change or modify the RFP schedule at any time; and select another qualified bidder, if an
agreement cannot be negotiated with the selected bidder or if the selected bidder’s performance does not
meet the requirements in this RFP.

Our Mission

Crystal Stairs, Inc. is dedicated to improving the lives of families through child care services, research
and advocacy.

Background

Founded in 1980, our founders, Dr. Karen Hill-Scott and Dr. Alice Walker Duff recognized the value and
need for high quality early care and education programs for children from low-income families. Our goal

is to promote programs that strengthen and assist families towards reaching self-sufficiency and providing
enriched lives for their children.

Overview of Services

Crystal Stairs has 6 major programs which serve approximately 45,000 children and families each year.
The following programs are:

Child Care Subsidy Program: Assists low-income families in paying for child care services and
managing work and family issues as they transition from welfare to work.

Resource & Referral Program: Helps all families, regardless of income, locate child care and
provides a variety of information, which includes nutrition education and child development
resources, to assist families; additionally they provide professional development trainings and
quality career coaching for child care providers.

Head Start, State Preschool & Early Head Start Programs: Provides quality early learning and
preschool along with family services that support the enhancement of the overall family
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development, which includes health, mental health, nutrition, disabilities and family support
services for children 0 — 5 years old.

Community Voices: Strengthens parent leadership, civic engagement and ability to create
systemic change in child care through advocacy efforts.

Parent Support Services Program: Provides essential resources and enhanced support services
for parents to assist them in strengthening their families and reaching greater self-sufficiency.

Health Outreach Program: Provides enrollment into free or low-cost health care systems as well
as community resources to improve the overall health and well-being of children and their
families.

Geographic: Crystal Stairs predominately serves child care providers, children, and families of
South Los Angeles, Including, but not limited to the neighborhoods of Inglewood, Hawthorne,
Lawndale, Gardena, Compton, and Long Beach.

Demographics
Our demographics include:

= African American/LatinX Children ages 0 -12

= Children at risk of abuse or neglect

=  Children in low-income families

= Hard-working low-income parents of Los Angeles
= All families needing access to child care resources
= African American/LatinX Child Care Providers

= 98% single parent family household

= Highest multigenerational poverty

= Highest childhood obesity

= Many of the lowest performing schools

= Highest average unemployment rate

Summary

Crystal Stairs, Inc. (“Crystal Stairs”) is soliciting proposals to design and redevelop the Crystal Stairs
website. This will be a concept to completion project. The purpose of this Request for Proposal (“RFP”)
is to provide a fair evaluation for all candidates, and to provide the candidates with the evaluation criteria
against which they will be judged.

The existing Crystal Stairs website (see www.crystalstairs.org) was designed and produced in 2013 based
on navigation and design specifications developed by LazBro, Inc., a full-service digital marketing
agency headquartered in Los Angeles, California. In 2013, the website was given a creative overhaul to
reflect the current templates shown on the existing web asset of today.

Crystal Stairs current web presence is outdated in appearance, structure, functionality and in the
presentation of content. Outside of edits to text, images, links, html & css, and video content — the
existing site functionally has had only minor adjustments for approximately 9 years. There are
approximately 747 pages reported by audits of crystalstairs.org, not including additional PDFs, images,
videos, and unlinked archive pages.
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Multiple web developers have classified our site as text and link heavy; lacking strategy and consistency
on most of our program pages. An opportunity exists to re-engineer the site to better reflect the mission
and brand of Crystal Stairs and incorporate the latest web technologies and functionalities. Upon
completion of the development of the site, Crystal Stairs will assume full responsibility for website
content maintenance and administration. All content, coding and graphics will become the sole property
of Crystal Stairs, Inc.

During the COVID-19 pandemic, the agency was required to move most of our services to a virtual
platform. This disruption created the need for more accessible online resources and mobile capability that
were not available with our current website.

Our new site should engage visitors by presenting attractive visual images, intuitive navigation, and
concise messaging, while at the same time increasing functionality and ease-of-use for all users. The tools
that are incorporated must allow for timely delivery of content using basic technical skills and limited
personnel.

The primary audience for the Crystal Stairs website is families seeking child care or resources, child care
providers, legislative members, businesses and partners.

Response Requirements and Proposals

l. Scope of Work

The selected, successful bidder to this RFP will be expected to provide Crystal Stairs the Services,
which are more specifically:

The scope of this project is to redesign the existing Crystal Stairs website
(www.crystalstairs.org), and to provide insight, comprehensive and full-service
copywriting advice/guidance to increase engagement across programmatic areas on the
website. Crystal Stairs’ External Affairs Coordinator will provide the successful
candidate firm with photography of current client photos to revise and populate the new
site.

Discovery

Confirm audiences, objectives, graphic look and feel, navigation, site marketing,
technology issues and assumptions, required functionality, phasing, and budgetary
constraints, resulting in a creative brief.

Design

Disclosure of website information architecture, graphic look and feel, user navigation,
home page and main navigation templates for each of the main navigation links.

Development Guidelines
The website designed by the successful candidate must meet the following criteria:

* Integration of new content management system that will permit both
technical and non-technical Crystal Stairs staff to update website content.
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Once the site has been completed and accepted by Crystal Stairs, the site will
be maintained centrally by Crystal Stairs’ staff. This should be kept in mind
when selecting the tools that are included.

Convert and revamp substantial amounts of existing content to new website.
The site must seamlessly integrate with Crystal Stairs’ systems including our
child care provider search tool My Child Care Plan, tracking system & hiring
software, ApplicantPro, and payment status claims system.

The site must be clean and attractive, with a mix of text and graphics.
Visually, the site should be modern, distinctive, memorable, and engaging. It
should fit as close to a single displayed page on a typical size monitor as
possible.

Each section of the site should have a common look and feel. The Crystal
Stairs logo should be prominently displayed on every page as a common
header, and will be provided by the External Affairs Coordinator.

The use of photography and fonts should be consistent throughout the site,
with the layout of each page having a great deal of consistency. Pictures on
the front page should be a larger size than other subpages. The sitemap
should provide for these photos to be easily changed.

The site should be easy to navigate, where information is grouped and
presented in a logical manner with a minimal number of levels needed for the
user to find the desired information. The navigation design should
complement the capabilities of touch-enabled, mobile devices.

Development of templates that adhere to the proposed navigation scheme
enabling non-technical users to easily add new sections/pages.

Provide search capabilities using key words or phrasing that will identify
content throughout the site and optimize Google Rankings.

An assigned project manager will be made available to present information
and coordinate with Crystal Stairs staff, including a reasonable number of
meetings (either in person or via videoconference) to present design and
development solutions.

Once the website has been completed and accepted by Crystal Stairs, the
website design and all of its contents, software and architecture become
property of Crystal Stairs.

The site should be developed to all and comply with all current NIST
requirements, recommendations and specifications.

Site Specifications

Crystal Stairs encourages creativity in the proposals submitted, but there are certain
requirements for the web site project. Your proposal must account for all of these
requirements.

Site must be compatible with current and one (1) previous version of Internet
Explorer, Edge, Firefox, Chrome and Safari browsers.

Website must not require plug-ins as a default.

Web hosting needs.

Website maintenance retainer agreement.

The site should be developed to meet all current federally-mandated ADA
access requirements.
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* The site should be developed to all and comply with all current NIST
requirements, recommendations and specifications.

* The site must be built in accordance with the latest Web Content
Accessibility Guidelines and should also be easily accessible to the novice as
well as the experienced Internet user.

* The web site must be designed with a mix of text and graphics/media content
such that each page loads in a way that is acceptable to the typical user
having an average home Internet connection speed.

Research

Internal and external research including focus groups and a comprehensive review of
existing Google Analytics must be included in the scope of the proposal.

Testing

Testing of site on all applicable platforms to ensure that website works as promised,
including explanation of the User Acceptance Testing Plan.

Delivery

Delivery will be providing a fully redesigned website and new content management
system that will permit both technical and non-technical Crystal Stairs staff to update
website content.

Create a flexible, informative, up-to-date website that is easy to maintain and is viewable
by desktop and mobile devices. In addition to designing a user-friendly site with an
intuitive interface, we require assistance with redeveloping all copy for our core Crystal
Stairs web pages to better engage with parents, child care providers, funders, and Crystal
Stairs stakeholders. You must also incorporate the following but not limited to;
ApplicantPro, our applicant tracking system & hiring software as well as our child care
database My Child Care Plan. Our current website uses Joomla as the CMS, however we
are open to using whatever CMS platform would meet our needs.

In addition, we are seeking a design partner that provides tools for search engine
optimization and social sharing. For pages and content that are not yet in existence, the
preference is to have user-selectable, predefined templates to choose from that dictate the
layout and color scheme.

Crystal Stairs will consider other hosting options based on recommendations.
To be effective, our website must be:

e Easy and intuitive

* Visually pleasing

e Informative

e Safe and secure

* Quick to load and operate

* Responsive mobile device and desktop

* Improve Net Promoter Scores and Google Rankings

» Search Engine Optimized with proper Keyword Research
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Vision

To meet our institutional goals, our new website must:

Serve as an ambassador for the Crystal Stairs brand
Provide a modern, relevant design update

Showcase the departments and programs at Crystal Stairs
Improve customer service and engage site visitors
Strengthen relationships with community partners
Provide a scalable, maintainable solution

Document Crystal Stairs’ rich history

Strategies

Utilize responsive design with the latest technologies to provide a consistent
user interface across all devices

Establish a clear path for visitors to access information relevant to them
Present clear and concise information to end users

Integrate with Crystal Stairs, Inc. social media platforms

Seamlessly direct traffic to Crystal Stairs’ child care provider search tool by
My Child Care Plan: URL link to be provided in the coming days once it's
published on our website.

Integrate new web design into our applicant tracking system & hiring software,
ApplicantPro. https://crystalstairs.applicantpro.com/jobs/

Integrate design and direct providers to their payment status claims page.
https://crystalstairsbusiness.org/PaymentStatus.aspx

Conduct thorough market research, competitive analysis and internal/external
focus groups.

Maximize search engine optimization through strategic mark-up language and
content

Provide an archival system for Crystal Stairs’ press releases, photos, videos
and move historical data to a searchable database

The site should be developed to all and comply with all current NIST
requirements, recommendations and specifications.

Proposal Requirements

Please provide detailed information to accomplish the project scope outlined. The budget
and proposal must include all design, production, software acquisition, integration and
necessary development and maintenance of the website.

List five web sites your firm has produced that reflects your work and
relevancy to this project. List the role your firm played in each project. Please
submit the URLSs for these sites, and only currently “live” sites should be
included.

Describe your experience producing sites for non-profit and/or education based
organizations.

Provide current reference information for five former or current clients.

Briefly outline your firm’s organizational capacity to produce the Crystal Stairs
website (such as staff, equipment, software, physical space, office location,
etc.).

Provide company profile, length of time in business and core competencies.
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» Briefly describe the percentage of your web staff that would be working on this
project relative to your entire staff. For example, if you would use three staff
on the project and you have ten web designers and developers, the percentage
would be 30%.

*  What type of team will be assigned to this project? What will each person’s
role be? Please include a brief background summary for each key staff
member assigned to this project.

* Briefly describe your project management and software development
processes.

* Please detail any hardware/software vendor partnerships you have.

* Provide a detailed timeframe for completion. This will be evaluated and will be
part of the contractual agreement, so a realistic time frame for completion is
essential.

* Please state how you intend to communicate with the project lead at Crystal
Stairs during the period of design/development, and at what intervals.

* Describe the support you offer during and after the project.

Proposals must address the following:

Executive Summary

1.
2.

3.

Describe your understanding of our current website challenges.

Summarize your proposed solution, and how your solution will resolve our current
website challenges.

Provide a discovery period where your team will work with key members of our
management team to expand on your “solution” to our website and incorporate
programmatic needs and expectations.

Provide a summary of pricing for the proposed services and products.

e Company Overview — Tell us about your company, your experience in web
design and production for projects similar to ours, and your experience
working with clients in the early child care education or social services space.
Provide links to your agency website, online portfolios, and social media.

* Project Team — Identify the project team who will work on this project.
Include name, title, roles and responsibilities, and brief background/experience
of each. Include subcontractors if applicable.

* References — Provide a list of five references (at least two in non-profit or
education) who can speak to services requested in this RFP. Please include
contact information, the link to the website, and a brief description of work
done for those clients.

* Solutions Menu with Pricing — Based on the elements included in the Project
Scope/Objective section, tell us about your proposed solution in terms of
creative design strategy, methodology, plan, and other important aspects of the
redesign process. Include all project phases and tasks, along with a line-item
breakdown of costs. All costs associated with the delivery of the project should
be presented in a flat rate, fee for service format. Please be sure to address the
following:

o Project Management Tools — Your process for tracking and
documenting project status.

o Deliverables — Outline the products and/or services that will be
delivered.
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o Schedule — Provide the suggested project schedule detailing the timeline
required for each major milestone and/or phase of the project.

o User Training and Support — Provide details on the user training and
support included for our content editors along with the training support
format (i.e., on-site/in-person, live web, chat, email, phone-based, hard
copy, other documentation, etc.).

o Hardware — List any hardware necessary to host and/or support the
proposed solution. Also list any recommended configurations for a
robust and reliable environment. Include hardware redundancy and/or
disaster recovery recommendations.

o Payment - Include any requirements regarding invoicing and payment.

o Crystal Stairs is open to using any content management system
(CSM). Thus, the design vendor will be responsible for ensuring that the
chosen CMS is user friendly for our own internal content editors.

o Anything else deemed relevant/important to the vendor.

Proposal Evaluation

Proposals meeting mandatory requirements will be evaluated with the following criteria:

The proposed solution meets the needs and criteria set forth in the RFP.
Expertise in recommending and communicating appropriate technical and
aesthetic solutions as evidenced by the proposal and references.

Prior work that demonstrates artistic, innovative and user friendly interfaces
that engage viewers.

Candidate has successfully completed similar projects and has the
qualifications necessary to undertake, and be successful with this project.

The price is appropriate for the value being offered by the proposer.

The candidate firm has an appropriate number of staff and necessary expertise
to develop the site in a timely manner.

The proposal is presented in a clear, logical manner, is well organized and has
the appropriate information as defined in the Scope of Work.

Requested Format

Please use the following guidelines to format your proposal:

Length and Font Size
Please use fonts no smaller than 10 points. Maximum proposal length including title
page, cover letter, proposal, qualifications and costs should not exceed 30 pages.

Title Page to Include
Crystal Stairs, Web Site Design & Development, your company name, address, web site
address, telephone number, fax number, e-mail address and primary contact person.

Cover Letter
Signed by the person or persons authorized to sign on behalf of the company.
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Proposal

Discuss your proposed solution, including the features, benefits and uniqueness of your
solution. Please include the length of time you feel it would take to deliver the completed
project, from the day of signing the contract to completion.

Quialifications
Provide the information requested in the “Scope & Guidelines” and “Qualifications”
sections of the RFP.

Pricing Structure

Proposal must include all costs associated with the Scope of Work as defined. All costs associated
with the delivery of the project should be presented in a flat rate, fee for service format.

Bidder must also include pricing for their standard hourly rate and their overtime hourly rate.
Travel expenses must not be included, as they will not be covered.

Minimum Qualifications

The following minimum requirements have been established as a basis for determining bidder
eligibility:
No additional requirements at this time

Selection of Successful Bidder

Selection and approval of the successful bidder will be made by Crystal Stairs in accordance with
its competitive selection process. Crystal Stairs will evaluate proposals on the basis of the
guidelines set forth in this RFP and then make a final selection for an award.

There will be no “formal” proposal opening for this RFP. Proposals will be opened and evaluated,
after the submission deadline.

General Terms and Conditions
Binding Offer

A bidder’s proposal will remain valid for a period of 60 days following the proposal deadline and
will be considered a binding offer to perform the Services, assuming all terms and conditions are
satisfactorily negotiated. The submission of a proposal is prima facie evidence that the bidder has
familiarized itself with the contents of this RFP.

Pricing
All bid proposals must include a total price that includes all subtotals, costs, taxes, fees and any

and all other expenses associated with bidder’s proposal. An incomplete response will not be
considered.

Cost of Preparation of Proposal

All costs associated with this RFP, including preparing and delivering a proposal to this RFP and
any interview, will be borne entirely by the bidder. Crystal Stairs will not compensate the bidder
for any expenses incurred by the bidder as a result of this RFP process.
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VI.

Contract Requirements

The selected bidder to whom an award is made will execute a written contract with Crystal Stairs
after notice of the award has been initiated. The contract will be similar in form and content to the
attached Crystal Stairs contract template. All bidders should read the contract template in its
entirety and play special attention to the Debarment and Suspension and Insurance Section

requirements.
Non-Exclusive Contract

Any resulting contractual relationship is non-exclusive and Crystal Stairs reserves the right to select
more than one bidder or seek similar or identical services elsewhere, if deemed in the best interest
of Crystal Stairs.

Crystal Stairs’ Disclosure of Materials

Crystal Stairs may be required to submit documents or materials to its funders and as such, all
materials submitted by bidder to Crystal Stairs are subject to disclosure. Bidder specifically waives
any claims against Crystal Stairs related to the disclosure of any materials, if such disclosure was
made pursuant to a request from a Crystal Stairs funder.

Withdrawal of Bid

A bidder may withdraw their proposal from the bidding process without prejudice prior to the time
specified for the RFP Response Deadline by submitting a written request to the Crystal Stairs
representative listed on the attached RFP Introduction Letter.

Bidder Responsibility Regarding the RFP and Proposal

It is the responsibility of each bidder to examine this RFP carefully and to judge for itself all of the
circumstances and conditions which may affect its proposal. Any data furnished by Crystal Stairs
is for informational purposes only and is not warranted. Bidder’s use of any such information is at
bidder’s own risk. Failure on the part of any bidder to examine, inspect, and be completely
knowledgeable of the terms and conditions of the RFP, operational conditions, or any other relevant
documents or information, will not relieve the selected bidder from fully complying with this RFP.

Prospective Vendor Questionnaire

The attached Prospective Vendor Questionnaire must be submitted with your company’s
response to this RFP. Failure to submit the Prospective Vendor Questionnaire will cause the
proposal to be rejected as non-responsive. If you have submitted a Prospective Vendor
Questionnaire within the previous 9 months, you do not need to do so for consideration for this
RFP.
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sure that you are able to comply with all terms and conditions.

Crystal Stairs, Inc. Request for Proposal — Sample Contract Template Attachment Cover Page (rev. 2/4/2020)



CRYSTAL STAIRS.INC.
Head BirthtoAge 5110 West Goldleaf Circle
ﬂ@ Suite 150

Stal‘t : Los Angeles, CA 90056-1282

Early Head Start ialll (323) 421-1100

GENERAL SERVICES SUBCONTRACT AGREEMENT FOR
[TYPE OF GENERAL SERVICES]
[CONTRACTOR NAME]

Table of Contents

Sections

Work

Term

Compensation & Invoicing
Awvailability of Funding

Taxes

Non-Federal Share Contribution:
Travel Reimbursements
Equipment & Material Purchases
Relationship of the Parties

©CoOoNG A~ WNE

10. Unemployment and Workers’ Compensation Insurance
11. Crystal Stairs’ Responsibilities

12. Contractor’s Responsibilities

13. Contractor’s Warranty

14. Certification of Contractor

15. Intellectual Property

16. Termination & Breach of Contract

17. Force Majeure

18. Indemnification

19. Insurance

20. Dispute Resolution
21, Assighment
22. Modifications

23. Notices
24. Jurisdiction & Venue
25. Waiver

26. Table of Contents & Headings

27. Entire Agreement

28. Severability & Survival

29. Counterparts & Photocopies

30. Time of Essence

ATTACHMENT A SCOPE OF WORK

ATTACHMENT B ADDITIONAL INSUREDS FOR CERTIFICATES OF INSURANCE



CRYSTAL STAIRS.INC.
I.Ieadmws 5110 West Goldleaf Circle
Suite 150

Los Angeles, CA 90056-1282
(323) 421-1100

Start

Early Head Start

GENERAL SERVICES SUBCONTRACT AGREEMENT

This General Services Subcontract Agreement (“Agreement”) for [Brief Description of Services] services
is made as of [Date] (“Effective Date”), by and between Crystal Stairs, Inc. (“Crystal Stairs”), a California
non-profit public benefit corporation, located at 5110 West Goldleaf Circle, Suite 150, Los Angeles,
California 90056-1282, and [Contractor’s Legal Name] (“Contractor”), a [Type of business, e.g. sole
proprietor, [State] corporation, [State] limited liability company], located at [Contractor Address]. Crystal
Stairs and Contractor are sometimes collectively referred to herein as the “Parties” and individually as a
“Party”.

NOW THEREFORE, in consideration of the mutual promises, covenants, warranties, and other
good and valuable consideration set forth herein, the Parties agree as follows:

TERMS

1. Work: During the Term, as defined below, Contractor will provide the services described in the
Scope of Work (“Work?”), attached as Attachment A and incorporated herein by reference, for the benefit
of the Crystal Stairs Head Start Program and in accordance with all relevant laws and regulations.

2. Term: The term of this Agreement commences on the Effective Date and, except as otherwise
provided for in this Agreement, continues in full force and effect until complete and full performance of
this Agreement, as approved by Crystal Stairs, but in no event later than [Date] (“Term”).[Note & Delete:
In general, no contract should extend beyond the current Fiscal Year.]

3. Compensation & Invoicing: In consideration for the Work, Crystal Stairs will pay Contractor
[OPTIONAL: a not to exceed amount of] $[[Dollar Amount in Numbers] e.g. 4,000.10] (“Payment”), as
further detailed in Attachment A, and is an amount calculated based on Contractor’s non-Federal
contribution, as defined below, of $[[Dollar Amount in Numbers] e.g. 4,000.10]. The Payment represents
full compensation for performance of the Work, and includes any and all expenses incurred by Contractor.
Unless otherwise provided in Attachment A, the Payment is to be paid by Crystal Stairs within 30 days of
the receipt of an invoice, provided an authorized Crystal Stairs representative approves the invoice charges.
All invoices should be sent to:

Crystal Stairs, Inc.
Accounts Payable
P.O. Box 92222
Los Angeles, California 90009-2222
aphelpdesk@crystalstairs.org

4. Availability of Funding: Funding for this Agreement is subject to the appropriation and
availability of funds provided by the United States Department of Health and Human Services, the Office
of Head Start and any and all other agencies, divisions or departments thereunder (collectively and
individually the “Funding Agency”).

5. Taxes: Contractor is responsible for all taxes imposed on Contractor by any state, local or federal
government. Crystal Stairs will not withhold any state, federal or FICA taxes from the Payment, nor make
any such tax payments. Contractor will defend, hold harmless and indemnify Crystal Stairs from and
against the payment of any taxes in connection with this Agreement, as well as any penalties and/or fees
related to any such tax payments.
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6. Non-Federal Share Contribution: The Parties may agree from time-to-time to recognize certain
contributed Work as non-Federal share contributions (“non-Federal share”). The Parties will agree upon
the perceived value of all Work provided to Crystal Stairs as in-kind for purposes of proper revenue
recognition. Contractor’s non-Federal share amount is to be included in all invoices for Work performed
by Contractor, as further detailed in Attachment A.

7. Travel Reimbursements: Contractor is responsible for any and all expenses incurred while
performing this Agreement, with the exception of pre-authorized travel and per diem expenses, if so allowed
and described in Attachment A (“Expenses”). If Expenses are authorized herein, they will be reimbursed
at rates determined by the U.S. General Services Administration. Additionally, Contractor must first obtain
approval from Crystal Stairs in order for Contractor to be reimbursed for Expenses. [OR] Contractor is
not entitled to reimbursement for travel and/or per diem expenses.

8. Equipment & Material Purchases: Crystal Stairs and the Funding Agency retain title to any and
all equipment or supplies purchased with the Payment (“Equipment”). Equipment, including final
products resulting from the Work, will be returned to Crystal Stairs upon termination of this Agreement.
Contractor must obtain prior written approval from Crystal Stairs and the Funding Agency for any unit of
equipment that costs in excess of $5,000.

9. Relationship of the Parties: Contractor does not act in any capacity as officer, employee or agent
of the Funding Agency, and Contractor and Contractor’s officers, employees and agents (“Contractor’s
Staff”) are independent contractors. Although Crystal Stairs will specify the general nature of the Work,
the details of performing and meeting the goals of the Work will be determined by Contractor and
Contractor’s Staff. This Agreement does not create a partnership relationship between Contractor and either
Crystal Stairs or Funding Agency, nor provide Contractor and Contractor’s Staff with any authority to enter
into any contracts on behalf of Crystal Stairs or the Funding Agency.

10. Unemployment and Workers’ Compensation Insurance: Crystal Stairs will not obtain, nor
make any Unemployment Compensation Insurance, nor Workers” Compensation Insurance, payments on
behalf of Contractor and Contractor’s Staff, subcontractors or contract personnel. Contractor will, at
Contractor’s sole cost and expense, procure and maintain such insurance, as required by law.

11. Crystal Stairs’ Responsibilities: Any obligations of Crystal Stairs, beyond the duty to pay the
Payment, are listed in Attachment A.

12. Contractor’s Responsibilities:

a. W-9 & Proof of Insurance: Crystal Stairs is not bound under this Agreement until
Contractor provides Crystal Stairs with proof of insurance, as provided under the Insurance Section
and a completed IRS Form W-9.

b. Sole Proprietor and No Employees Certification: If applicable, Contractor
acknowledges that Contractor is a sole-proprietor that does not employ any employees and if
Contractor does hire employees during the Term, Contractor will notify Crystal Stairs and obtain
Workers’ Compensation and Employer’s Liability Insurance, pursuant to the Insurance Section.

C. Records Retention & Inspection: Contractor will maintain complete and accurate records
to substantiate charges, disbursements, and/or expenses, made or incurred by Contractor in
performance of this Agreement. In the event Contractor does not maintain such documentation,
claims for payment will not be valid or reimbursable. Any payments made by Crystal Stairs
subsequently found to be invalid and not reimbursable will be returned by Contractor. Contractor
will retain, and make available upon request, such books, documents, papers and records for 5 years

Page 2 of 10
Crystal Stairs, Inc. General Services Subcontract Agreement (rev. 10/15/2019)



from the date of the final Payment. These records may be subject to review by Crystal Stairs, the
Funding Agency and the Comptroller General of the United States, or any of their duly authorized
representatives, for purposes of conducting audits, examinations, creating excerpts or reviewing
transcriptions and Contractor’s Staff, who might reasonably have information related to such
records, may be interviewed.

d. Audit Exception Liability: Contractor will pay any audit exceptions or overpayments
caused by, or as a result of, Contractor’s lack of performance under this Agreement. In addition to
other remedies or sources of funds, Crystal Stairs may offset any audit exceptions or overpayments
from the Payment, or any payments under subsequent agreements to the extent of claimed
payments.

e. Standards of Performance: Contractor is responsible for all the Work, which will be
performed solely by Contractor and Contractor’s Staff. Contractor will enforce strict discipline
and good order among Contractor’s Staff and will not permit employment of unfit persons or
persons not properly skilled in tasks assigned to them.

f. Conflict of Interest: There exists no actual or potential conflict of interest to Contractor
and Contractor’s Staff, and their business or financial interests, performing this Agreement and no
prior or current relationships exist, which would prevent Contractor from entering into and
fulfilling all obligations under this Agreement. In the event any conflict of interest does exist or
may arise, Contractor will immediately notify Crystal Stairs, in writing, of such conflict, and
identify persons and relevant circumstances relating to the conflict of interest.

g. Code of Conduct: Contractor will comply with Crystal Stairs’ Code of Compliance,
Conduct and Ethics (“Code”), which is incorporated herein by reference and available for review
at www.CrystalStairs.org. Contractor’s failure to follow the Code will result in a material breach
and immediate termination of this Agreement, at Crystal Stairs’ option, with notification to
appropriate authorities, as necessary. Contractor will execute, and ensure that Contractor’s Staff
comply with, the Crystal Stairs Head Start Ethical and Professional Standards of Conduct for
Independent Contractors, which is incorporated herein by reference.

h. Confidentiality:

i. Confidential Information: Contractor and Contractor’s Staff may have access to
and learn about confidential, secret and proprietary information of and/or relating to Crystal
Stairs, and its businesses and existing and prospective clients, employees, suppliers, and
other associated third parties (“Confidential Information). Confidential Information
and Crystal Stairs’ ability to reserve it for the exclusive knowledge and use of Crystal Stairs
is of great competitive importance and commercial value to Crystal Stairs, and improper
use or disclosure of it may cause Crystal Stairs to incur financial costs, loss of business
advantage, liability, civil damages and criminal penalties.

Confidential Information includes, but is not limited to, all information not
generally known to the public, in any form or medium, relating directly or indirectly to,
financial and personal information of the business accounts, customers, clients, employees,
volunteers, interns and affairs of Crystal Stairs; training and operations materials and
memoranda of Crystal Stairs and its businesses; any existing or prospective customer or
client, or of any other person or entity that has entrusted information to Crystal Stairs in
confidence; information that is marked or identified as confidential or proprietary, or that
would otherwise appear to a reasonable person to be confidential or proprietary in the
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context and circumstances in which the information is known or used; and Confidential
Information developed by Contractor in the performance of this Agreement.

ii. Disclosure and Use Restrictions: Contractor will, treat all Confidential
Information as strictly confidential; not directly or indirectly disclose, publish,
communicate or make available Confidential Information, nor allow it to be disclosed,
published, communicated or made available, in whole or part, to any entity or person not
having a need and authority to know and use the Confidential Information and, in any
event, not to anyone outside of the direct employ of Crystal Stairs, except as required in
the performance of this Agreement; and not access or use any Confidential Information,
and not copy or remove from Crystal Stairs’ premises or control, any Confidential
Information, except as required in the performance of this Agreement or with the prior
consent of an authorized Crystal Stairs officer, and then, such disclosure will be made only
within the limits and to the extent of such duties or consent.

Nothing herein will be construed to prevent disclosure of Confidential Information
as may be required by applicable law or regulation, or pursuant to the valid order of a court
of competent jurisdiction or an authorized government agency, provided that the disclosure
does not exceed the extent of disclosure required by such law, regulation or order.
Contractor will promptly provide written notice of any such order to an authorized officer
of Crystal Stairs within 7 days of receiving such order, but in any event, sufficiently in
advance of making any disclosure to permit Crystal Stairs to contest the order or seek
confidentiality protections, as determined in Crystal Stairs’ sole discretion.

iii. Duration of Confidentiality Obligations:  The obligations under this
Confidentiality Section continue until such time as such Confidential Information has
become public knowledge, other than as a result of Contractor’s breach of this Agreement
or breach by those acting in concert with, or on behalf of, Contractor.

iv. Remedies: In the event of a breach or threatened breach by Contractor of any of
the provisions of this Section, Crystal Stairs will be entitled to seek, in addition to other
available remedies, a temporary or permanent injunction, or other equitable relief, against
such breach or threatened breach from any court of competent jurisdiction, without the
necessity of showing any actual damages or that monetary damages would not afford an
adequate remedy, and without the necessity of posting any bond or other security. The
aforementioned equitable relief is in addition to, not in lieu of, legal remedies, monetary
damages or other available forms of relief.

\2 Return and Destruction of Confidential Information: Contractor will provide
or return to Crystal Stairs any and all documents and materials belonging to Crystal Stairs
upon, (i) termination of this Agreement; or (ii) Crystal Stairs’ request, at any time.

i. Quality Control: Systematic inspections will be conducted by Crystal Stairs to ensure
that all Work is properly performed.

J- Compliance with Law & Financial Capability: Contractor will comply with, and
represents and warrants that Contractor is in compliance with, all applicable federal, state and local
laws, rules and regulations, and will possess, make available, and maintain all requisite permits,
licenses and certificates necessary to perform this Agreement. Contractor is responsible for
compliance by any subcontractor or contract employee for the same, and will require these and
other provisions enumerated and incorporated herein by reference, in all subcontracts. Contractor
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13.

certifies that Contractor is financially capable of adhering to the foregoing, is financially solvent
and is not subject to any lienholder claims or encumbrances that would preclude or otherwise affect
Contractor’s ability to fully comply with and perform this Agreement.

k. California Non-Discrimination Clause: Contractor will comply with the provisions of
California Standardized State Form OCP-2, which is incorporated herein by reference.

I Catch-All Certification: Contractor will furnish, if necessary, or as requested by Crystal
Stairs, any and all statutory or regulatory compliance related documents and information required
by local, state and federal law to be in possession by Contractor.

m. Contract Work Hours and Safety Standards: If the Payment is $100,000 or more,
Contractor will comply with the requirements of 40 U.S.C. 3702 and 3704, as supplemented by
Department of Labor regulations (29 CFR Part 5).

n. Clean Air Act & Federal Water Pollution Control Act: If the Payment is $150,000 or
more, Contractor will comply with all applicable standards, orders and regulations issued pursuant
to the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as
amended (33 U.S.C. 1251-1387).

Contractor’s Warranty: Contractor, unless otherwise provided for herein, will provide and pay

for all labor, materials and supplies necessary for the Work; warrants that the Work will be performed in a
professional, workmanlike and timely manner; and is solely responsible for the Work, including the
techniques, sequences, procedures, means and coordination of the Work. Contractor warrants that all
Equipment is new, of good quality and free of defects, as determined by industry standards. Contractor
will, supervise and coordinate the Work using Contractor’s best skill and attention; provide and oversee all
safety orders and precautions necessary for the reasonable safety of the Work; keep the area of the Work
clean and free of rubbish on a daily basis; and upon completion of the Work, leave the area of the Work in
a clean and orderly condition.

14.

Certification of Contractor:

a. Debarment and Suspension: Contractor certifies that Contractor is not a party listed on
the governmentwide exclusions in the System for Award Management (SAM), in accordance with
the OMB guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR Part 1986
Comp., p. 189) and 12689 (3 CFR Part 1989 Comp., p. 235), “Debarment and Suspension”.

b. Byrd Anti-Lobbying Amendment: If the Payment is $100,000 or more, Contractor
certifies that it will not and has not used Federal appropriated funds to pay any person or
organization for influencing or attempting to influence an officer or employee of any agency, a
member of Congress, officer or employee of Congress, or an employee of a member of Congress
in connection with obtaining any Federal contract, grant or any other award covered by
31 U.S.C. 1352. Contractor will disclose any lobbying with non-Federal funds that takes place in
connection with obtaining any Federal award to Crystal Stairs.

C. National Labor Relations Board Compliance: Contractor swears under penalty of
perjury that no more than 1 final, un-appealable finding of contempt of court has been issued by a
federal court against Contractor within the immediately preceding two-year period because of
Contractor’s failure to comply with an order of a federal court which ordered the Contractor to
comply with an order of the National Labor Relations Board. For purposes of this Section, a finding
of contempt does not include any finding that has been vacated, dismissed or otherwise removed
by the court because Contractor has complied with the order which was the basis for the finding.

Page 5 of 10
Crystal Stairs, Inc. General Services Subcontract Agreement (rev. 10/15/2019)



Crystal Stairs may rescind this Agreement, if Crystal Stairs later discovers that Contractor falsely
swore to the truth of the statement required by this Section.

15. Intellectual Property: Contractor hereby irrevocably transfers and assigns to Crystal Stairs any
and all rights, title and interest to all materials including, but not limited to, works of authorship,
photographs, recordings, designs, drawings, technical information, field developments, trade or service
marks (“Work Products”) created by Contractor in connection with this Agreement. Contractor will
execute any and all documents and perform any such acts as may be necessary to establish, register, enforce,
protect or otherwise maintain these rights by Crystal Stairs. Crystal Stairs is the sole owner of any and all
copyrights and other intellectual property rights pertaining to or arising from the Work Products and may
make changes in, deletions from, or additions to the Work Products, at its sole discretion.

16. Termination & Breach of Contract: This Agreement will terminate automatically at the
expiration of the Term. Either Party may terminate this Agreement for cause, at any time, effective
immediately upon receipt of such notice. Termination for cause means termination based upon a material
breach of any term or condition of this Agreement, which remains uncured for 10 days after providing
notice to the breaching Party, and includes, but is not limited to, failure to perform this Agreement in an
adequate or timely manner; non-compliance with applicable laws, rules and regulations; submission of
false, misleading or erroneous information; failure to maintain accurate or complete records; violation of
the Confidentiality Section; administrative or fiscal mismanagement; and failure to comply with the
Records Retention & Inspection Section.

Either Party may terminate this Agreement for convenience, at any time, upon 30 days’ advance
written notice to the other Party, effective at the conclusion of such 30 day period. Crystal Stairs is only
responsible for payment of charges incurred prior to termination of this Agreement if, Contractor does not
perform any Work nor incur any unnecessary expenses after receipt of notice of termination; and all claims
for such payments are received by Crystal Stairs within 30 days following such notice.

In the event Contractor breaches any term or condition of this Agreement, Crystal Stairs is entitled
to pursue any and all administrative, equitable and legal remedies permitted by law, including sanctions
and penalties, where appropriate.

17. Force Majeure: Neither Party will be deemed to be in default of such Party’s obligations under
this Agreement if, and so long as, such performance is prevented, restricted or interfered with, by acts of
God, war, government regulations or orders, disasters, civil disorder, strikes or any other similar act or
cause not within the control of such Party.

18. Indemnification: Contractor will defend, indemnify and hold harmless Crystal Stairs, the Funding
Agency, and each of their officers, board members, directors, agents, employees, representatives and
successors-in-interest, from any and all claims and losses occurring or resulting to any and all contractors,
subcontractors, suppliers, laborers, materialmen and any other person, firm or corporation furnishing or
supplying the Work, services, materials or supplies in connection with performance of this Agreement, and
from any and all claims and losses occurring or resulting to any person, firm or corporation who may be
injured or damaged by Contractor in performance of this Agreement.

19. Insurance: Contractor will, at Contractor’s sole cost and expense, procure and maintain the
following insurance coverages during the Term, unless otherwise specified herein, to protect against any
claims arising from or in connection with performance of this Agreement by Contractor, Contractor’s Staff,
or subcontractors, including, but not limited to, claims for bodily injury, property damage and death.

a. Minimum Scope and Limit of Insurance: Coverage will be at least as broad as:
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i Workers’ Compensation: If Contractor has employees, or hires employees
during the Term, Workers’ Compensation, as required by the State of California, with
Statutory Limits, and Employer’s Liability Insurance with limits of not less than
$1,000,000 per accident for bodily injury or disease;

ii. Commercial General Liability (“CGL”): 1SO Form CG 00 01 covering CGL on
an “occurrence” basis, including products and completed operations, property damage,
bodily injury and personal & advertising injury, with limits of no less than $1,000,000 per
occurrence. If a general aggregate limit applies, either such limit will apply separately to
this project/location (ISO Form CG 25 03 or 25 04) or such limit will be twice the required
occurrence limit;

iii. Sexual Abuse or Molestation: If this Agreement relates in any way to minors or
minors will be present during the Work, Sexual Abuse or Molestation coverage must be
included under the CGL policy or obtained in separate policies, with limits of no less than
$1,000,000 per occurrence, $3,000,000 aggregate, and will include, but not be limited to,
coverage for physical abuse, sexual or bodily harm, non-physical verbal, emotional or
mental abuse, and actual, threatened or alleged acts, errors, omissions or misconduct;

iv. Professional Liability (Errors and Omissions): If applicable and necessary to
perform this Agreement, insurance appropriate to Contractor’s profession, with limits of
no less than $1,000,000 per occurrence or claim, $2,000,000 aggregate; and

V. Automobile Liability: 1SO Form CA 00 01 covering any auto (Code 1), or if
Contractor has no owned autos, covering hired (Code 8) and non-owned autos (Code 9),
with limits no less than $1,000,000 per accident for bodily injury and property damage.

If Contractor maintains broader coverage and/or higher limits than the minimums shown
above, Crystal Stairs requires, and will be entitled to, such coverage and/or limits. Any available
insurance proceeds in excess of the specified minimum limits of insurance and coverage will be
available to Crystal Stairs. No representation is made that these minimum insurance requirements
are sufficient to cover the indemnity or other obligations of Contractor.

b. Other Insurance Provisions: The insurance policies are to contain, or be endorsed to
contain, the following provisions:

i. Additional Insured: Crystal Stairs, Funding Agency, and if applicable, the
property owners (listed in Attachment B) and each of their officers, officials, employees,
and volunteers (collectively “Insured Parties™), are to be covered as additional insureds
on the CGL policy with respect to liability arising out of this Agreement, including
materials, parts, or equipment furnished. General liability coverage can be provided in the
form of an endorsement to Contractor’s insurance (at lease as broad as ISO Form
CG 2010, CG 11 85 or, if not available, through the addition of both, (i) CG 20 10,
CG 20 26, CG 20 33, or CG 20 38; and (ii) CG 20 37, if a later edition is used.

ii. Primary Coverage: For any claims related to this Agreement or the Work,
Contractor’s insurance coverage will be primary coverage, at least as broad as 1ISO Form
CG 20 01 04 13, as respects Insured Parties. Any insurance or self-insurance maintained
by Contractor or Contractor’s Staff will be excess of the Contractor’s insurance and will
not contribute with it.
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iii. Notice of Cancellation: Each insurance policy required above will provide that
coverage cannot be canceled, except with notice to Crystal Stairs.

iv. Waiver of Subrogation: Contractor grants to Insured Parties a waiver of any right
to subrogation, which any insurer of the Contractor may acquire against Insured Parties by
virtue of the payment of any loss under such insurance. Contractor will obtain any
endorsement that may be necessary to affect this wavier of subrogation, but this provision
applies regardless of whether Crystal Stairs has received such endorsement.

V. Self-Insured Retentions:  Self-insured retentions must be declared to and
approved by Crystal Stairs. Crystal Stairs may require Contractor to purchase coverage
with a lower retention or provide proof of ability to pay losses and related investigations,
claim administration, and defense expenses within the retention. The policy language will
provide, or be endorsed to provide, that the self-insured retention may be satisfied by either
the named insured or Crystal Stairs.

Vi. Acceptability of Insurers: Insurance is to be placed with insurers authorized to
conduct business in the state with a current A.M. Best’s rating of no less than A:VII or a
Standard and Poor’s Rating (if rated) of at least BBB.

vii. Claims Made Policies: If any of the required policies provide claims-made
coverage, the retroactive date must be shown, and must be before the Effective Date or the
beginning of the Work; insurance must be maintained and evidence of insurance must be
provided for at least 5 years after completion of the Work; and if the coverage is canceled
or non-renewed, and not replaced with another claims-made policy form with a retroactive
date prior to the Effective Date, the Contractor must purchase “extended reporting”
coverage for a minimum of 5 years after completion of the Work. A copy of the claims
reporting requirements must be submitted to Crystal Stairs for review.

viii.  Verification of Coverage: Contractor will furnish Crystal Stairs with original
Certificates of Insurance, including all required amendatory endorsements (or copies of the
applicable policy language effecting the required coverage) and a copy of the Declarations
and Endorsement Page of the CGL policy listing all policy endorsements. Failure to obtain
the required documents does not waive Contractor’s obligation to provide such documents.
Crystal Stairs reserves the right to request such documentation at any time.

iX. Modification: Crystal Stairs reserves the right to modify these requirements.

20. Dispute Resolution: If a dispute arises out of this Agreement and cannot be settled through
informal discussions or negotiations, the Parties will first try to settle the dispute in good faith by submitting
the dispute to a sole mediator mutually selected by the Parties, or if the amount in dispute is less than $5,000,
the Parties may also resolve the dispute by use of small claims court. If the dispute is not then resolved,
then, upon notice by either Party, such dispute will be settled by binding arbitration, administered by an
arbitrator mutually agreed to by the Parties, in accordance with the rules and procedures used by said
arbitrator, and who will be competent in the legal and technical aspects of the subject matter of, and will
not limit, expand or modify the terms found in this Agreement. A request by either Party to a court for
interim protection will not affect the arbitration obligation. Each Party will bear their own expenses and an
equal share of all costs and fees of the mediation and/or arbitration. The prevailing Party will be entitled
to attorneys’ fees and costs associated with mediation and/or arbitration, and judgment on the written award
may be entered by any court having jurisdiction. The contents and result of mediation and/or arbitration
will be held in strict confidence by the Parties, who will be bound by a confidentiality agreement.
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21. Assignment: Contractor cannot assign Contractor’s interest or delegate Contractor’s duties, in
whole or in part, under this Agreement.

22. Modifications: No amendments, alterations, changes or modifications to the terms and conditions
of this Agreement are valid, unless made in writing, approved by Crystal Stairs, and signed by authorized
Party representatives. If this Agreement was subject to Funding Agency approval, or the modification
would cause this Agreement to be in an amount requiring Funding Agency approval, then a modification is
valid only after receipt of such approval.

23. Notices: All notices required to be given herein will be made in writing and sent by, overnight
courier; certified mail with return receipt requested; or emailed, with confirmation of receipt, to the below
designated Party recipients at the addresses listed above, with a courtesy copy to the Crystal Stairs Legal
Department at the address listed above. Unless otherwise specified herein, all notices are effective upon
receipt. The Parties may change this information by informing the other Party in writing of such change.

Crystal Stairs Contractor
Attn: [Crystal Stairs Representative Name] Attn: [Contractor Representative Name]
[Email] @CrystalStairs.org [Email Address]

24, Jurisdiction & Venue: This Agreement, and the rights and obligations of the Parties as set forth
herein, are governed by and construed in accordance with the laws of the State of California, without regard
to conflict of law principles that would require the application of law from another jurisdiction. Any claim
or dispute arising out of this Agreement will be resolved in Los Angeles County, California.

25. Waiver: Failure or delay by either Party to enforce any term or condition of this Agreement does
not constitute a waiver of such, or of any other term or condition, unless such waiver is in writing and
signed by an authorized Party representative. Any waiver to, or of, any breach by the other Party, does not
constitute waiver of, or excuse for, any other, different or subsequent breach.

26. Table of Contents & Headings: The Table of Contents and Section headings set forth herein are
for convenience only and do not affect the construction of this Agreement.

217. Entire Agreement: Except as otherwise provided for herein, this Agreement constitutes the entire
agreement, final expression and exclusive statement of mutual understanding between the Parties relating
to the subject matter contained herein and supersedes and cancels all prior written and oral agreements,
communications and understandings, of any type whatsoever, made between the Parties in connection to
this Agreement. Neither Party has made any oral nor written statements, which are not included in this
Agreement, and that in any way induced either Party to enter into this Agreement.

28. Severability & Survival: If any term or condition of this Agreement is determined to be invalid
or unenforceable by a court of competent jurisdiction, such term or condition will be deemed stricken, and
the remainder of this Agreement will remain in full force and effect, and not affected thereby. The rights,
duties, obligations and warranties of the Parties, which by their terms are to survive termination of this
Agreement, survive termination, to the fullest extent permitted by applicable statute of limitation laws.

29. Counterparts & Photocopies: This Agreement may be executed in one or more counterparts,
each of which are deemed an original. A copy of this Agreement with a photocopied signature (including
signatures reproduced by electronic means) may be used as an original signature for all purposes, unless a
copy with an original signature is produced.

30. Time of Essence: Time is of the essence in performance of this Agreement.

[Signatures on following page.]
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IN WITNESS WHEREOF, the Parties, intending to be legally bound, have caused this Agreement

to be executed. The undersigned certify that by signing this Agreement, they are duly authorized to execute
this Agreement.

CRYSTAL STAIRS CONTRACTOR
By: By:
Authorized Signatory Authorized Signatory
Name: Name:
Title: Title:
Date: Date:

Page 10 of 10
Crystal Stairs, Inc. General Services Subcontract Agreement (rev. 10/15/2019)



CRYSTAL
NS

ﬁ\_ 5110 West Goldleaf Circle
\ \\\‘ Suite 150

Los Angeles, CA 90056-1282

STAIRS, INC (323) 299-8998
ATTACHMENT A
SCOPE OF WORK
1) General Information:
Location where the Work will be performed:
[Address(es)]

Scheduled dates and times (if applicable) for performance and completion of the Work:
Scheduled dates: [Start and End Date] [OR] N/A.
Scheduled times: [Start and End Times] [OR] N/A.

2) Detailed Description of the Work: Contractor will perform the following Work during the Term: [Details
and Description of services to be performed].

3) Detailed Description of the Payment:
Daily rate: $[Dollar Amount] [OR] Hourly rate: $[Dollar Amount] [OR] Fixed flat-fee amount:
$[Dollar Amount].

[OPTIONAL]Not to Exceed Totals:
Total number of days: [Days] [OR] Total number of hours: [Hours]
Total Payment: $[Dollar Amount].

4) Payment Schedule:
Installments of $[Dollar Amount] due on [Date].
[OR]
Contractor will submit monthly invoices to Crystal Stairs for Work during the prior month.
[OR]
Total amount due upon completion of the Work.

5) Non-Federal Share Contribution:
Per Month: $[Dollar Amount].
[OR]
Per Day: $[Dollar Amount].
[OR]
Per Hour: $[Dollar Amount].
Total Contribution Amount: $[Dollar Amount].

6) Travel and Per Diem Expenses: $[Expense amount] [OR] N/A.

7) Detailed Description of All Equipment and Materials to be Purchased by Contractor: [Description &
Dollar Amount] [OR] N/A.

8) Options for Future Agreements: Crystal Stairs has the option to enter into a new agreement with
Contractor, or amend the Agreement, based on the same pricing, services, terms or conditions [OTHER
ITEMS CAN BE ADDED HERE, IF ANY].



CRYSTAL
NS

ﬁ\_ 5110 West Goldleaf Circle
\\\‘ Suite 150
\ Los Angeles, CA 90056-1282
STAIRS, INC (323) 299-8998
ATTACHMENT B
ADDITIONAL INSUREDS FOR CERTIFICATES OF INSURANCE
1. Crystal Stairs, Inc.

5110 W. Goldleaf Circle, Suite 150
Los Angeles, California 90056-1282
(323) 299-8998

2. [DELETE IF NOT APPLICABLE; IF APPLICABLE, INSERT PROPERTY OWNER
INFORMATION HERE; SEE BELOW FOR EXAMPLE]
TR Wateridge, LLC
C/o Lincoln Property Company
5120 Goldleaf Circle, Suite #110
Los Angeles, California 90056

3. [DELETE IF NOT APPLICABLE; IF APPLICABLE, INSERT FUNDING AGENCY
INFORMATION HERE]
[Agency Name]
[Agency Address Line 1]
[Agency Address Line 2]
[Agency Phone Number]



