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SAN FERNANDO CITY COUNCIL 
 

REGULAR MEETING NOTICE AND AGENDA 
 

<MARCH 7, 2016 – 6:00 PM 
 

COUNCIL CHAMBERS 
117 MACNEIL STREET 

SAN FERNANDO, CA 91340 
 
CALL TO ORDER/ROLL CALL 
 
Mayor Joel Fajardo 
Vice Mayor Sylvia Ballin 
Councilmember Robert C. Gonzales 
Councilmember Antonio Lopez 
Councilmember Jaime Soto 
 
 

PLEDGE OF ALLEGIANCE 
 
San Fernando Police Explorer Alberto Barragan 
 
 
APPROVAL OF AGENDA 
 
 
PRESENTATIONS 
 
a)  DENTAL ASSISTANTS RECOGNITION WEEK (MARCH 6–12, 2016) 
  Mayor Joel Fajardo 
 
 
PUBLIC STATEMENTS – WRITTEN/ORAL 
 
There will be a  three  (3) minute  limitation per each member of  the audience who wishes  to 
make  comments  relating  to City Business.   Anyone wishing  to  speak, please  fill out  the blue 
form  located  at  the  Council  Chambers  entrance  and  submit  it  to  the  City  Clerk.    When 
addressing the City Council please speak into the microphone and voluntarily state your name 
and address. 
 
 

03/07/16 CC Meeting Agenda Page 1 of 145



SAN FERNANDO CITY COUNCIL 
Regular Meeting Notice and Agenda – March 7, 2016 
Page 2 of 4 

 

 

CONSENT CALENDAR 
 
Items  on  the  Consent  Calendar  are  considered  routine  and may  be  disposed  of  by  a  single 
motion to adopt staff recommendation.  If the City Council wishes to discuss any item, it should 
first be removed from the Consent Calendar. 
 
1)  REQUEST TO APPROVE MINUTES OF: 
 

a.  FEBRUARY 16, 2016 – SPECIAL MEETING 
b.  FEBRUARY 22, 2016 – SPECIAL MEETING 

 
2)  CONSIDERATION  TO  ADOPT  RESOLUTION  NO.  16‐031  APPROVING  THE  WARRANT 

REGISTER 
 
3)  CONSIDERATION  TO  APPROVE  FISCAL  YEAR  (FY)  2016‐2017  LANDSCAPING  AND 

LIGHTING  ASSESSMENT  DISTRICT  RESOLUTION  INITIATING  PROCEEDINGS  AND 
ORDERING THE ENGINEER’S REPORT 

 
  Recommend that the City Council: 
 
  a.   Adopt Resolution No.  7728  initiating  the proceedings  for  the  FY  2016‐2017  Levy of 

Annual Assessments for the Landscaping and Lighting Assessment District; and 
 
  b.  Order the preparation of the Engineer’s Report.   
 
 
PUBLIC HEARING 

 
4)  CONSIDERATION  TO  ADOPT  A  RESOLUTION  ESTABLISHING  PHOTOGRAPHY  AND  FILM 

PRODUCTION APPLICATION FEES 
 

Recommend that the City Council:   
 

a.  Conduct a Public Hearing; and 
 
b.  Pending public  testimony, adopt Resolution No. 7727, establishing Photography and 

Film Production application fees. 
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ADMINISTRATIVE REPORTS 
 
5)  CONSIDERATION  TO ADOPT AN ORDINANCE AMENDING  IN  ITS  ENTIRETY DIVISION  6 

(PURCHASING) OF ARTICLE IV (FINANCE) OF CHAPTER 2 (ADMINISTRATION) OF THE SAN 
FERNANDO  CITY  CODE  RELATING  TO  THE  PROCEDURES  FOR  PURCHASING  AND 
CONTRACTING 
 
Recommend that the City Council: 

 
a.    Receive report and pose questions to City staff;  
 
b.    Solicit comment from interested members of the public, commence deliberation; and  
 
c.    Introduce  for  first  reading,  in  title only, and waive  further  reading of Ordinance No. 

1653 titled, “An Ordinance of the City Council of the City of San Fernando, California 
Amending  in  Its Entirety Division 6  (Purchasing) of Article  IV  (Finance) Of Chapter 2 
(Administration)  of  the  San  Fernando  City  Code  Relating  to  the  Procedures  for 
Purchasing and Contracting.” 

 
6)  CONSIDERATION OF BRAND BOULEVARD MEDIAN PROJECT TREE REPLACEMENT 
 

Recommend  that  the City Council provide direction whether  to  replace  six  (6) Mexican 
Fan  Palm  trees  on  Brand  Boulevard  or  utilize  replacement  funds  for  community  tree 
planting in conjunction with upcoming street resurfacing projects. 

 
7)  APPOINTMENT TO THE PLANNING AND PRESERVATION COMMISSION 
 

Councilmember Jaime Soto  is recommending the appointment of Alvaro Castellon to the 
Planning and Preservation Commission as his representative. 
 

8)  CONSIDERATION OF A STUDENT  INTERNSHIP PROGRAM POLICY AND OTHER RELATED 
PROGRAMS 

 
Recommend that the City Council approve the Student Internship Program Policy. 

 
9)  CONSIDERATION  TO  SUPPORT  THE  FEDERAL  RECOGNITION  OF  THE  FERNANDEÑO 

TATAVIAM BAND OF INDIANS 
 

This item is placed on the agenda by Mayor Joel Fajardo. 
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10)  FISCAL YEAR 2016‐2017 BUDGET PLANNING REGARDING ELECTRICAL UPGRADES ON SAN 
FERNANDO MISSION BOULEVARD AND MACLAY AVENUE FOR HOLIDAY EVENTS 

 
  This item is placed on the agenda by Councilmember Jaime Soto. 

 
 

COMMITTEE/COMMISSION LIAISON UPDATES 
 
 
GENERAL COUNCIL COMMENTS 
 
 
STAFF COMMUNICATION 
 
 
ADJOURNMENT 
 
 
 
 
I hereby certify under penalty of perjury under the laws of the State of California that the foregoing 
agenda was posted on the City Hall bulletin board not less than 72 hours prior to the meeting. 
 
 
 
Elena G. Chávez, CMC 

City Clerk 

Signed and Posted:  March 3, 2016 (3:00 p.m.) 
 
 

Agendas and complete Agenda Packets  (including staff  reports and exhibits  related  to each  item) are posted on  the City’s  Internet Web site 
(www.sfcity.org).  These are also available for public reviewing prior to a meeting in the City Clerk’s Office. Any public writings distributed by the 
City Council to at least a majority of the Councilmembers regarding any item on this regular meeting agenda will also be made available at the 
City Clerk’s Office at City Hall located at 117 Macneil Street, San Fernando, CA, 91340 during normal business hours.  In addition, the City may 
also post such documents on the City’s Web Site at www.sfcity.org. In accordance with the Americans with Disabilities Act of 1990, if you require 
a disability‐related modification/accommodation to attend or participate in this meeting, including auxiliary aids or services please call the City 
Clerk’s Office at (818) 898‐1204 at least 48 hours prior to the meeting. 
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SAN FERNANDO CITY COUNCIL 
MINUTES 

 
FEBRUARY 16, 2016 – 5:00 P.M. 

SPECIAL MEETING 
 

City Hall Community Room 
117 Macneil Street 

San Fernando, CA  91340 
 

 
CALL TO ORDER/ROLL CALL 
 
Mayor Joel Fajardo called the meeting to order at 5:00 p.m.    
 
Present: 
  

Council: Mayor Joel Fajardo, Vice Mayor Sylvia Ballin, and Councilmembers 
Robert C. Gonzales, Antonio Lopez (arrived at 5:07 p.m.), and Jaime Soto 
(arrived at 5:05 p.m.) 

  
Staff: City Manager Brian Saeki, City Attorney Rick R. Olivarez, and City Clerk 

Elena G. Chávez  
 
 
PLEDGE OF ALLEGIANCE  
 
Led by Mayor Fajardo 

 
 

APPROVAL OF AGENDA 
 
Motion by Vice Mayo Ballin, seconded by Councilmember Gonzales, to approve the agenda.  By 
consensus, the motion carried. 
 
 
PUBLIC STATEMENTS – WRITTEN/ORAL 
 
None 
 
 

RECESS TO CLOSED SESSION (5:01 P.M.) 
 
By consensus, Councilmembers recessed to the following Closed Session as announced by City 
Attorney Olivarez: 
 
A) CONFERENCE WITH LABOR NEGOTIATOR 

G.C. §54957.6 
 Designated City Negotiator: City Manager Brian Saeki 
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SAN FERNANDO CITY COUNCIL 
SPECIAL MEETING MINUTES – February 16, 2016 
Page 2 
 
 Employees and Employee Bargaining Units that are the Subject of Negotiation: 
  San Fernando Management Group (SEIU, Local 721) 
  San Fernando Public Employees’ Association (SEIU, Local 721) 
  San Fernando Police Officers Association 
  San Fernando Police Officers Association Police Management Unit 
  San Fernando Police Civilian Association (SEIU, Local 721)  
  San Fernando Part-time Employees’ Bargaining Unit (SEIU, Local 721) 
  All Unrepresented Employees 
 
B) CONFERENCE WITH REAL PROPERTY NEGOTIATOR 

G.C. §54956.8 
Property: 732 Mott Street, 700 Chatsworth Drive and 713 Chatsworth Drive, 

City of San Fernando (APNs 2613-001-900, 2613-001-901, 2613-
001-902, 2613-001-903, 2613-001-904, 2613-001-905 and 2613-
004-900) 

Agency Negotiators: City Manager Brian Saeki 
 Community Development Director Fred Ramirez 
Negotiating Parties: Deanco Healthcare, LLC 
Under Negotiation: Price and Terms of Sale of Said Property 

 
 
RECONVENE FROM CLOSED SESSION (6:00 P.M.) 
 
City Attorney Olivarez reported the following: 
 
Item A – The City Council received a briefing from staff, no action was taken, and nothing 
further to report. 
 
Item B – The City Council received a briefing from staff, direction was given on how to proceed, 
but no final action was taken. 
 
 
ADJOURNMENT (6:01 P.M.) 
 
Motion by Councilmember Lopez, seconded by Councilmember Gonzales, to adjourn.  The 
motion carried unanimously. 
 

I do hereby certify that the foregoing is a true and 
correct copy of the minutes of February 16, 2016 
meeting as approved by the San Fernando City Council. 
 
____________________________ 
Elena G. Chávez  
City Clerk 
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SAN FERNANDO CITY COUNCIL 
MINUTES 

 
FEBRUARY 22, 2016, 6:00 P.M. 

SPECIAL MEETING 
 

City Hall Council Chambers 
117 Macneil Street 

San Fernando, CA  91340 
 

 
CALL TO ORDER/ROLL CALL 
 
Mayor Joel Fajardo called the meeting to order at 6:00 p.m.    
 
Present: 
   

Council: Mayor Joel Fajardo, Vice Mayor Sylvia Ballin, and Councilmembers 
Robert C. Gonzales, Antonio Lopez (arrived at 6:07 p.m.), and Jaime Soto  

  
Staff: City Manager Brian Saeki, Deputy City Attorney Richard Padilla, and 

City Clerk Elena G. Chávez  
 
 
PLEDGE OF ALLEGIANCE  
 
Led by Mayor Fajardo 

 
 

APPROVAL OF AGENDA 
 
Motion by Vice Mayor Ballin, seconded by Councilmember Gonzales, to approve the agenda.  
By consensus, the motion carried. 
 
 
PUBLIC STATEMENTS – WRITTEN/ORAL 
 
None 
 
 
ADMINISTRATIVE REPORTS 
 
1) CONSIDERATION TO ADOPT RESOLUTION NO. 16-023 APPROVING THE 

WARRANT REGISTER 
 
In response to Councilmember Soto’s inquiries, Deputy City Attorney Padilla stated that 
although uncommon, there was an opportunity to add the Warrant Register to this meeting’s 
agenda.   
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Deputy City Manager/Public Works Director Chris Marcarello also added that “time was of the 
essence” regarding processing a contractor payment that was listed.  
 
Motion by Councilmember Gonzales, seconded by Vice Mayor Ballin, to adopt Resolution No. 
16-023 approving the Warrant Register.  The motion carried with the following vote: 
 
AYES:  Gonzales, Ballin, Soto, Fajardo – 4 
NOES:  None 
ABSENT: Lopez – 1 
 
2) DISCUSSION REGARDING THE CITY’S PARTICIPATION IN THE SAN 

FERNANDO VALLEY COUNCIL OF GOVERNMENTS (SFVCOG) MOBILITY 
ACADEMY 

 
Mayor Fajardo explained that although this item does not require City Council approval, he 
added it to the agenda to provide the names of his nominees who will be participating in the 
Mobility Academy. 
 
At this time, both Councilmember Soto and Deputy City Attorney Padilla exited the Chambers. 
 
Motion by Mayor Fajardo, seconded by Vice Mayor Ballin, to approve participation in the 
SFVCOG Mobility Academy and approve representatives Baltazar Martinez (business 
community), David Bernal (community-at-large), and staff member (to be appointed by City 
Manager Saeki).  By consensus, the motion carried. 
 
At this time, Councilmember Soto and Deputy City Attorney Padilla returned to the Chambers. 
 
 
PUBLIC HEARING 
 
3) CONSIDERATION TO ADOPT ORDINANCE NO. U-1652, AN URGENCY 

ORDINANCE OF THE CITY COUNCIL OF THE CITY OF SAN FERNANDO 
EXTENDING AN INTERIM MORATORIUM ON THE APPLICATION FILING, 
PROCESSING, APPROVAL AND ISSUANCE OF PERMITS FOR MULTIPLE-
FAMILY DWELLING PROJECTS THROUGH JANUARY 18, 2017   

 
Community Development Director Fred Ramirez presented the staff report. 
 
Mayor Fajardo declared the Public Hearing open and each Councilmember provided their 
comments. 
 
Discussion ensued and both Community Development Director Ramirez and Deputy City 
Attorney Padilla replied to inquiries from Councilmembers.  
 
Mayor Fajardo called for public testimony. 
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Mary Mendoza reported that the City received over 560 letters/emails/petitions in opposition of 
multi-family units and asked that the City Council continue supporting the moratorium extension 
until all infrastructure and safety issues are resolved. 
 
There being no further comments, Mayor Fajardo closed the public comment portion of the 
Hearing. 
 
In response to Vice Mayor Ballin’s question, Deputy City Attorney Padilla reported that the 
Government Code states the maximum duration of a moratorium is two years from date of the 
initial approval.    
 
Discussion ensued and staff continued to reply to various questions from Councilmembers. 
 
Motion by Mayor Fajardo, seconded by Vice Mayor Ballin, to waive full reading of Urgency 
Ordinance No. U-1652 and adopt by title only, “An Urgency Ordinance of the City Council of 
the City of San Fernando Extending an Interim Moratorium on the Application Filing, 
Processing, Approval and Issuance of Permits for Multiple-Family Dwelling Projects Through 
January 18, 2017”.  
 
The motion carried with the following vote: 
 
 AYES: Gonzales, Ballin, Soto, Lopez, Fajardo – 5 
 NOES: None 
 
 
ADJOURNMENT (6:42 P.M.) 
 
Motion by Councilmember Gonzales, seconded by Councilmember Lopez, to adjourn.  The 
motion carried unanimously. 
 

I do hereby certify that the foregoing is a true and 
correct copy of the minutes of February 22, 2016 
meeting as approved by the San Fernando City Council. 
 
____________________________ 
Elena G. Chávez  
City Clerk 
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AGENDA REPORT

FINANCE DEPARTMENT                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐7307                 WWW.SFCITY.ORG 

To:  Mayor Joel Fajardo and Councilmembers 
   
From:    Brian Saeki, City Manager 
  By:  Nick Kimball, Finance Director 
     
Date:    February 16, 2016 
 
Subject:  Consideration to Adopt Resolution No. 16‐031‐ Approving the Warrant Register 

RECOMMENDATION: 

It  is  recommended  that  the  City  Council  adopt  Resolution  No.  16‐031  (Attachment  “A”) 
approving the Warrant Register. 
 
   
BACKGROUND: 

For each City Council meeting the Finance Department prepares a Warrant Register for Council 
approval.   The Register  includes all  recommended payments  for  the City. Checks, other  than 
handwritten  checks, generally are not  released until after  the Council approves  the Register.  
The exceptions are for early releases to avoid penalties and interest, excessive delays and in all 
other circumstances  favorable  to  the City  to do  so.   Handwritten checks are  those payments 
required to be issued between Council meetings such as insurance premiums and tax deposits.  
Staff  reviews  requests  for expenditures  for budgetary approval and  then prepares a Warrant 
Register for Council approval and or ratification.  Items such as payroll withholding tax deposits 
do not require budget approval. 
 
The Finance Director hereby certifies that all requests for expenditures have been signed by the 
department head, or designee, receiving the merchandise or services thereby stating that the 
items or  services have been  received and  that  the  resulting expenditure  is appropriate.   The 
Finance Director hereby certifies  that each warrant has been  reviewed  for completeness and 
that sufficient funds are available for payment of the warrant register. 
 
 
ATTACHMENT: 

A. Resolution No. 16‐031 
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ATTACHMENT “A” 

RESOLUTION NO. 16-031 
 

 
RESOLUTION OF THE CITY COUNCIL OF THE CITY OF SAN 
FERNANDO ALLOWING AND APPROVING FOR PAYMENT 
DEMANDS PRESENTED ON DEMAND/ WARRANT REGISTER 
NO.  16-031 

 
 
THE CITY COUNCIL OF THE CITY OF SAN FERNANDO DOES HEREBY 
RESOLVE, FIND, DETERMINE AND ORDER AS FOLLOWS: 
 

1.  That the demands (EXHIBIT “A”) as presented, having been duly audited, for 
completeness, are hereby allowed and approved for payment in the amounts as shown to 
designated payees and charged to the appropriate funds as indicated. 
 

2.  That the City Clerk shall certify to the adoption of this Resolution and deliver it to the 
City Treasurer. 
 
PASSED, APPROVED, AND ADOPTED this 7th day of March, 2016. 
 
  
                 

Joel Fajardo, Mayor       
ATTEST: 
 
 
 
      
Elena G. Chávez, City Clerk 
 
 
STATE OF CALIFORNIA  ) 
COUNTY OF LOS ANGELES ) ss 
CITY OF SAN FERNANDO ) 
 

I HEREBY CERTIFY that the foregoing Resolution was approved and adopted at a 
regular meeting of the City Council held on the 7th day of March, 2016, by the following vote to 
wit: 

 
AYES: 
 
NOES: 
 
ABSENT: 
 
 

      
Elena G. Chávez, City Clerk 
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AGENDA REPORT

PUBLIC WORKS DEPARTMENT                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐1222                 WWW.SFCITY.ORG

To:  Mayor Joel Fajardo and Councilmembers 
   
From:    Brian Saeki, City Manager 
  By:  Chris Marcarello, Public Works Director/Deputy City Manager 
     
Date:    March 7, 2016 
 
Subject:  Consideration  to Approve  Fiscal Year  (FY) 2016‐2017  Landscaping  and  Lighting 

Assessment  District  Resolution  Initiating  Proceedings  and  Ordering  the 
Engineer’s Report 

RECOMMENDATION: 
 
It is recommended that the City Council: 
 
a. Adopt Resolution No.  7728  (Attachment  “A”)  initiating  the  proceedings  for  the  FY  2016‐

2017  Levy  of  Annual  Assessments  for  the  Landscaping  and  Lighting  Assessment  District 
(LLAD); and 

 
b. Order the preparation of the Engineer’s Report.   
 

 
BACKGROUND: 
 
1. Pursuant to the Landscaping and Lighting Act of 1972, Part 2 of Division 15 of the California 

Streets  and  Highways  Code,  in  FY  1981‐1982  the  City  Council  established  a  citywide 
Landscaping  and  Lighting  Assessment  District  to  cover  street  lighting  maintenance  and 
operational costs.   The LLAD  is comprised of 5,178 parcels and  the assessment, based on 
benefit, has been levied each year since that time.  

 
2. In  April  1995,  the  City  Council  accepted  staff’s  recommendations  to  continue  using  the 

current assessment methodology with the exception of those assessments for single family 
corner  lots, which would be based on  front  footage only  (side  yards not  included).    The 
change  in  assessing  corner  lots  began  in  FY  1995‐1996  and  has  continued  through  the 
present year. 

 
3. In  FY  2002‐2003,  the  City  conducted  property  owner  protest  ballot  proceedings  for  a 

proposed assessment increase.  The proposed increase was not approved. 
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4. In FY 2003‐2004, the City again submitted a proposed assessment increase to the property 
owners  based  on  the District’s  estimated  expenses  and  revenues.    The  property  owners 
approved  the  proposed  assessment  increase  and  established  new maximum  assessment 
rates for the various land use classifications within the District.  

 
5. For this current fiscal year, the LLAD Engineer’s Report determined that estimated operating 

and personnel costs would be $391,029. Levy adjustments of $59,917 were in order, with a 
total assessment levy of $331,112 that was submitted to the Los Angeles County Assessor’s 
Office for processing. 

 
6. Based on the operating costs and total assessment amount for this fiscal year, the general 

fund  is  required  to  contribute  $59,917  toward  district  costs.   In  order  to  reduce  this 
contribution,  it will be necessary  to consider  increasing assessment rates  through a ballot 
process for the upcoming fiscal year. 

 
 
ANALYSIS: 
 
The purpose of the LLAD  is to equitably assess properties  in accordance with special benefits 
received  from  improvements  and  to  cover  the  cost  of maintenance  and  operation  of  the 
lighting  system  within  the  City’s  streets.    The  City  Council  has  previously  approved  the 
methodology for assessments (which excluded costs for City parking lot lighting), and staff will 
continue with the same methodology this year. 
 
The City has used Willdan Financial Services to prepare the required LLAD Engineer’s Report in 
previous years.  The firm is currently under an as‐needed engineering services agreement with 
the City.  They are experienced and very familiar with the City’s LLAD.  Staff recommends that 
the City continue using Willdan Financial Services,  Inc. to prepare the LLAD Engineer’s Report 
for Fiscal Year 2016‐2017.   The work  timeline  is shown  in Attachment “B”, and  the proposed 
scope of services by Willdan  is  identical to  last year’s LLAD proceedings.   The proceedings will 
be conducted in accordance with the State of California Landscaping and Lighting Act of 1972. 
 
The costs outlined  in the Engineer’s Report for FY 2016‐2017 will be  included  in the proposed 
City’s  Budget  and  will  be  assessed  in  FY  2016‐2017  after  City  Council  consideration  and 
approval. City staff recommends using the same assessment methodology. The exact amounts 
and the assessment rate comparison will be shown in the Engineer’s Report. 
 
 
BUDGET IMPACT: 
 
No impact to the current FY 2015‐2016 Budget as funds were allocated in Account No. 027‐344‐
0000‐4260 (Street Lighting Fund – Operating Expenses). 
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CONCLUSION: 
 
City staff recommends that the City Council direct staff to proceed with the FY 2016‐2017 LLAD 
by adopting the Resolution to initiate procedures and ordering the Engineer’s Report. 
 
 
ATTACHMENTS: 
 
A. Resolution No. 7728 
B. Work Schedule 
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ATTACHMENT “A” 
 

RESOLUTION NO. 7728 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
SAN FERNANDO, CALIFORNIA, INITIATING PROCEEDINGS 
FOR THE 2016-2017 LEVY OF ANNUAL ASSESSMENT FOR THE 
CITY OF SAN FERNANDO LANDSCAPING AND LIGHTING 
ASSESSMENT DISTRICT, AND ORDERING THE 
PREPARATION OF AN ENGINEER’S REPORT PURSUANT TO 
THE PROVISIONS OF DIVISIONS 15, PART 2, OF THE STREETS 
AND HIGHWAYS CODE OF THE STATE OF CALIFORNIA 

 
WHEREAS, the City Council of the City of San Fernando proposes to levy the annual 

assessment for the Landscaping and Lighting Assessment District (hereinafter referred to as the 
“District”) pursuant to the provisions of Division 15, Part 2, of the Streets and Highways Code of 
the State of California, being the “Landscaping and Lighting Act of 1972”; and 
 

WHEREAS, the City Council of the City of San Fernando proposes that the net annual 
cost for improvement, maintenance and/or service of certain public facilities shall be fairly 
distributed among all assessable lots and parcels in proportion to the estimated benefits to be 
received by each such lot or parcel from the improvements within the District; and 
 

WHEREAS, the provisions of said Division 15, Part 2, require a written Engineer’s 
Report in accordance with Chapter 3 (commencing with Section 22620). 
 

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAN 
FERNANDO DOES HEREBY RESOLVE, FIND, DETERMINE, AND ORDER AS 
FOLLOWS: 
 

1. The above recitals are all true and correct. 
 
2. WILLDAN FINANCIAL SERVICES, is hereby ordered to prepare and file with 

the City Council a “Engineer’s Report” relating to the 2016-2017 levy of annual 
assessment for said District in accordance with the provisions of Chapter 3 
(commencing with Section 22620) of Part 2 of Division 15 of the Streets and 
Highways Code of the State of California. 

 
3. Upon completion, said “Engineer’s Report” shall be filed with the City Clerk who 

shall then submit the same to this City Council for its consideration pursuant to 
Section 22623 of said Street and Highways Code. 

 
PASSED, APPROVED, AND ADOPTED this 7th day of March, 2016. 

 
 
 
            

Joel Fajardo, Mayor 
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ATTEST: 
 
 
      
Elena G. Chávez, City Clerk 
 
 
 
 
APPROVED AS TO FORM: 
 
 
      
Rick R. Olivarez, City Attorney 
 
 
STATE OF CALIFORNIA  ) 
COUNTY OF LOS ANGELES ) ss 
CITY OF SAN FERNANDO ) 
 

I HEREBY CERTIFY that the foregoing Resolution was approved and adopted at a 
regular meeting of the City Council held on the 7th day of March, 2016, by the following vote to 
wit: 
 
 

AYES: 
 

NOES: 
 

ABSENT: 
 
 
      
Elena G. Chávez, City Clerk
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ATTACHMENT “B” 

 

Fiscal Year (FY) 2016-2017 Landscaping and Lighting Assessment District  
All dates are in calendar year 2016. 

 
March 7 City Council adopts a Resolution initiating proceeding and 

ordering the preparation of an Engineer’s Report. 
 
March 8 City Engineer authorizes Willdan Financial Services to begin work 

using same methodology (as used in FY 2015-2016) for the 
Engineer’s Report.   

 
March 9–May 4 Prepare cost estimate and include/reference in the FY 2016-2017 

street lighting budget, considering the FY 2016-2017 expenditures. 
 
March 9-May 4   Compile parcel and zone changes for FY 2016-2017. 
 
May 5  Willdan submits the Engineer’s Report to the City. 
 
May 16 Resolution approving the Engineer’s Report, declaring the 

intention to order the annual lighting assessment and setting a date 
for the Public Hearing (June 20, 2016). 

 
May 31 Send notice of Public Hearing with a copy of the Resolution for 

June 2, 2016 publication (10+ days prior to Hearing).   
 
June 20 Public Hearing - Resolution declaring the continued maintenance 

of City street lights and confirming the annual assessment; 
Resolution is authorizing the addition of special assessment to the 
tax bill. 

 
June 21 Submission of direct assessment via magnetic tape to Los Angeles 

County Auditor-Controller; City of San Fernando 2016-2017 
Landscaping and Lighting District Account No. 240.52 (signed by 
the City Manager). 

 
August 1 Submit parcel exception checklist to Los Angeles County 

Assessor’s Office by City and Willdan. 
 
 
Note: Street lighting assessment proceedings are performed in advance so that assessments may 
appear in the Los Angeles County Tax Rolls the same year lighting costs are incurred, FY 2016-
2017. 
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AGENDA REPORT

FINANCE DEPARTMENT                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐7307                 WWW.SFCITY.ORG

To:  Mayor Joel Fajardo and Councilmembers 
   
From:    Brian Saeki, City Manager 
  By:  Nick Kimball, Finance Director 
     
Date:    March 7, 2016 
 
Subject:  Consideration  to  Adopt  a  Resolution  Establishing  Photography  and  Film 

Production Application Fees 

RECOMMENDATION: 
 
It is recommended that the City Council:   
 
a. Conduct a Public Hearing;  

 
b. Pending public  testimony, adopt Resolution No. 7727, establishing Photography and  Film 

Production application fees. 
 
 
BACKGROUND: 
 
1. The City assesses user fees for certain services including, but not limited to, encroachment 

permits, plan  check and  inspection  fees,  registration  fees  for  recreation  classes, business 
license processing fees, film permits, facility rental fees, etc.   
 

2. In general, when an individual pays a user fee, they receive a direct service or derive some 
other special benefit/entitlement.   The purpose of charging user fees  is to recover part, or 
all, of  the  cost of providing  the  service.    In  cases  that  costs  are not  fully  recovered,  the 
activity is being ‘subsidized’ by the General Fund.   
 

3. In California, user fees are subject to a number of state laws, most notably Proposition 218 
(November 1996) and Proposition 26 (November 2010).  Among other changes, Proposition 
218  limited  the  amount  charged  for  user  fees  to  the  actual  cost  to  provide  the  service, 
required  the  fee  be  related  to  a  service  or  benefit  being  provided  to  the  payee,  and 
required  voter  approval  to  increase  all  taxes  (as  defined  in  Prop  218).      Proposition  26 
broadened Prop 218’s definition of ‘tax’ and determined seven criteria that gave exception 
to  the new  tax definition.   Revenue  sources  that meet one of  the  seven  criteria may be 
considered fees and therefore do not require voter approval to increase. 
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Consideration to Adopt a Resolution Establishing Photography and Film Production Application Fees 
Page 2 of 3 
 
 

4. In  order  to  adopt  new  fees  or  increase  existing  fees,  the  City must  establish  a  cost  of 
providing the service and the City Council must adopt a resolution approving the fee after 
conducting a Public Hearing.   The  fee cannot exceed the established cost of providing the 
service. 

 
5. Per Government Code 66016 et seq., Notice of the Public Hearing must be published twice 

within 10 days of the Public Hearing, with at  least five (5) days between each publication.  
Notice of this Public Hearing was published in the San Fernando Sun on Thursday, February 
25, 2016 and Thursday, March 3, 2016. 

 
 
ANALYSIS: 
 
Staff reviewed the Photography and Film Production (P&FP) permit process with City Council on 
October 5, 2015 and provided additional  information on November 16, 2015.   Based on  the 
direction received at those meetings, staff continues to research ways to improve the process.  
 
One  of  the  items  City  Council was  interested  in was  the  amount  of  revenue  generated  by 
filming activity and whether  it  is sufficient  to cover  the City’s cost  to support  filming activity.  
Currently,  the  City  only  receives  revenue  if  the  production  actually  takes  place.    If  the  film 
company applying for the permit decides not to shoot in the City, the City does not receive any 
revenue.    However,  there  is  a  significant  amount  of  work  that  goes  in  to  processing  an 
application before a permit is issued.   
 
Upon  receipt of  the  initial application,  staff  reviews  it  for completeness, adds  it  to  the P&FP 
Permit Log, and  routes  it  to  the appropriate City departments  (i.e., Public Works, Police, and 
Recreation and Community Services departments) and City of Los Angeles Fire Department. 
 
Staff  from  each  appropriate  City  department  then makes  contact with  the  applicant  and,  if 
necessary,  meets  with  them  to  review  each  detail  of  the  proposed  production.  Each 
department  then  provides  a  Cost  Estimate  detailing  additional  fees  for  their  respective 
department. 
 
There  is currently no mechanism for the City to recover the cost of reviewing the application.  
The  Permit  fee  is  only  structured  to  recover  the  costs  incurred  during  the  actual  shoot.  
Consequently,  if an applicant submits an application, but ultimately does not go through with 
the production, the City does not collect any fees. 
 
To ensure that the City is adequately recovering the cost of processing a P&FP application, staff 
is  proposing  establishing  a  permit  application  fee  that  will  be  due  upon  submission  of  an 
application.  Processing of new P&FP permit applications will not be initiated until the requisite 
fees are paid in full. 
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To  support  the  amount  of  the  proposed  fees,  staff  identified  each  activity  associated with 
processing an application, the particular staff involved in the process, and the average amount 
of time each staff member spends on each activity for the average application.  From the data, 
the total cost to the City was calculated using each employee’s fully burdened hourly rate (See 
Attachment B).  
 
Staff noted that there is a benefit to be given more time to review and process the application.  
Therefore, the proposed  fee structure  includes a twenty percent  (20%) discount  from the  full 
cost  for applications submitted at  least  fifteen  (15) calendar days before  the proposed shoot 
and full cost recovery for applications submitted less than fifteen (15) days before the proposed 
shoot.    It  should  be  noted  that  the City  can  only  recover  up  to  the  full  cost  to  provide  the 
service.  The fees are structured in a way to encourage early filing of the application.  Since the 
City cannot impose a “fine” for turning in applications late unless the late application results in 
additional work  that would not otherwise be  required,  staff proposes a  tiered  fee  system  to 
incentivize early submittal. 
 
The proposed fees are as follows: 
 
Film Application Fee (due upon application submittal) 

 Submit fifteen (15) calendar days or more prior to shoot  $240 

 Submit less than fifteen (15) days prior to shoot     $300 
 
The  proposed  fees  are  recommended  to  be  established  based  on  the  attached  cost 
analysis(Attachment “B”).  The City is currently going through a user fee study.  These fees will 
be  reviewed  as  part  of  that  study  and  there may  be  recommendations  to  change  the  fees, 
include additional categories, etc. as a result of that study. 
 
 
BUDGET IMPACT: 
 
The proposed fees will increase the City’s cost recovery related to filming activities.   
 
 
CONCLUSION:  
 
Adopting a  fee structure  that  fully  recovers  the City’s cost  to  run a  filming program will help 
make the program more sustainable and palatable going forward. 
 
 
ATTACHMENTS: 
 
A. Resolution No. 7727 with Exhibit 1: Photography and Film Production application fees. 
B. Application Fee – Cost Analysis 

03/07/16 CC Meeting Agenda Page 65 of 145



 ATTACHMENT “A” 

RESOLUTION NO. 7727 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
SAN FERNANDO ESTABLISHING PHOTOGRAPHY AND FILM 
PRODUCTION PERMIT APPLICATION FEES 

 
 WHEREAS, the City Council desires to establish fees for processing applications for 
photography and film production within the City limits; and 
 

WHEREAS, pursuant to the State Constitution, San Fernando City Code, and other 
applicable federal, state and local laws, the City is able to charge fees for services which to not 
exceed the City’s cost to provide those services; and 

 
WHEREAS, on file in the applicable department is the report justifying the fees set forth 

in this resolution; and 
 
WHEREAS, on March 7, 2016, in accordance with Government Code Section 66016, 

the City Council conducted a duly noticed public hearing regarding establishment of 
photography and film production permit application fees to be charged by the City; and 

 
WHEREAS, the City of San Fernando gave notice of the aforementioned public hearing 

by posting notice in a newspaper of general circulation on February 25, 2016 and March 3, 2016 
in the San Fernando Sun; and 

 
WHEREAS, as on or about February 26, 2016, data indicating the amount of cost or 

estimated cost required to provide the services for which the film permit application fee is 
imposed was made available for inspection by interested members of the public at the Finance 
Department in City Hall; and  

 
WHEREAS, after giving an opportunity for the public to be heard and considering all 

information before it, the City Council approved the establishment of photography and film 
production permit application fees attached hereto as Exhibit 1. 

 
NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAN 

FERNANDO DOES HEREBY RESOLVE, FIND, DETERMINE AND ORDER AS 
FOLLOWS: 
 
  Section 1.   The representations set forth in the Recitals, above, are true and correct.  
 

Section 2.  The City Council hereby establishes the Photography and Film Production 
Permit Application Fees provided in Exhibit “1”, attached hereto.  

 
PASSED, APPROVED, AND ADOPTED this 7th day of March, 2016. 
 
  
                 

Joel Fajardo, Mayor       
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ATTEST: 
 
 
 
      
Elena G. Chávez, City Clerk 
 
 
STATE OF CALIFORNIA  ) 
COUNTY OF LOS ANGELES ) ss 
CITY OF SAN FERNANDO ) 
 

I HEREBY CERTIFY that the foregoing Resolution was approved and adopted at a 
regular meeting of the City Council held on the 7th day of March, 2016, by the following vote to 
wit: 

 
AYES: 
 
NOES: 
 
ABSENT: 
 
 

      
Elena G. Chávez, City Clerk 
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EXHIBIT 1

FINANCE DEPARTMENT                           117 MACNEIL, SAN FERNANDO, CA 91340                         (818) 898‐1200                           WWW.SFCITY.ORG

Photography and Film Production Permit Application Fees 
 
 
The following fees are established for Photography and Film Production applications submitted 
to the City of San Fernando.  Fees will be due and payable at the time the Photography and Film 
Production Permit Application  is submitted.   The City will not begin the process to review the 
application until such time that the fees are paid.   The application fees are set to recover the 
cost to review and process the application.   As such, fees will not be refunded  if the applicant 
does not ultimately obtain a permit. 
 
Film Permit Application Fee (due upon application submittal)  Fee   

 Submit fifteen (15) calendar days or more prior to shoot  $240 

 Submit less than fifteen (15) days prior to shoot     $300 
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Agency:

Department:

Fiscal Year:

Position Title # of FTE 
Fullly 

Burdened 

 Total Hours 

per Unit 
Total Cost

1 Executive Asst to City Manager 1.00 $63.20 2.42                 $152.73

2 Senior Account Clerk 1.00 $52.33 0.25                 $13.08

3 Public Works Field Supervisor II 1.00 $66.08 0.50                 $33.04

4 Public Works Admin. Coordinator 1.00 $52.04 0.50                 $26.02

5 Community Preservation Officer 1.00 $57.79 0.25                 $14.45

6 Police Lieutenant 1.00 $123.07 0.50                 $61.53

4.42                

Total Cost to Process Film Application $300.86

City of San Fernando

105 ‐ Administration

2015‐2016

Film Application Processing Fee ‐ Cost Summary

ATTACHMENT "B"
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Agency:
Department:
Fiscal Year:

Service #:
Service Name:
Annual Volume:

1 2 3 4 5 6

Executive Asst to 

City Manager

Senior 

Account 

Clerk

PW Field 

Supervisor II

PW Admin 

Coordinator

Community 

Preservation 

Officer

Police 

Lieutenant
Volume per Position Title: 20 20 20 20 20 20

Ave # of  Ave # of  Ave # of  Ave # of  Ave # of  Ave # of 
Step Description: Minutes: Minutes: Minutes: Minutes: Minutes: Minutes:

1 Receive/process initial application; make folder 15 30
2 Applicant phone calls 30
3 Research/verify property/business owner and/or tenant 20 15 15
4 Review/approve documents (perimeter map/notify ltr/ack  45
5 Enter info into database 10
6 Generate/distribute initial invoice 15 30 30
7 Correspondence w/LAFD 10
8 Misc phone calls/meetings
9
10

Total Minutes: 145 15 30 30 15 30
Total Hours per Unit: 2.416666667 0.25 0.5 0.5 0.25 0.5
Total Annual Hours: 48.33333333 5 10 10 5 10

1
Film Permit Application

20

City of San Fernando
105 ‐ Administration

2015‐2016
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Salary 

& 

Benefits Overhead*

Total Cost

of Employee

Hourly 

Rate**
Executive Asst to City Manager 105,165       26,291        131,456          63.20          

Senior Account Clerk 87,070         21,768        108,838          52.33          

Public Works Field Supervisor II 109,961       27,490        137,451          66.08          

Public Works Admin. Coordinator 86,594         21,649        108,243          52.04          

Community Preservation Officer 96,168         24,042        120,210          57.79          

Police Lieutenant 204,785       51,196        255,981          123.07        

*Overhead rate is 25%

**Hrly rate based on 2,080 hours/year

Overhead Calculation:

Direct Service Departments:
    Community Development 821,886      

    Police Department 6,099,275  

    Public Works 929,686      

    Water Utility 4,541,940  

    Sewer Utility 5,064,428  

    Recreation and Community Service 957,563      

    Fire Dept. 2,800,000  

21,214,778 75%

Support Services (Overhead):
    Administration 1,406,431  

    Risk Management 1,747,352  

    Equipment Maintenance 738,715      

    Facility Maintenance 927,596      

    Finance and IT 2,407,811  

7,227,905   25%

Total FY 2015‐16 

Governmental and Proprietary Funds 28,442,683

Breakdown of Hourly Rates
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AGENDA REPORT

FINANCE DEPARTMENT                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐7307                 WWW.SFCITY.ORG

To:  Mayor Joel Fajardo and City Councilmembers 
   
From:    Brian Saeki, City Manager 
    By: Nick Kimball, Finance Director 
     
Date:    March 7, 2016 
 
Subject:  Consideration and Approval for First Reading of City Council Ordinance No. 1653 

Amending in its Entirety Division 6 (Purchasing) of Article IV (Finance) of Chapter 
2 (Administration) of the San Fernando City Code Relating to the Procedures for 
Purchasing and Contracting 

RECOMMENDATION: 

It is recommended that the City Council: 
 
a. Receive report and pose questions to City staff; and 

 
b. Solicit comment from interested members of the public; and  

 
c. Commence  deliberation,  waiver  further  reading,  and  approve  Ordinance  No.  1653 

(Attachment “A”) for First Reading. 
  

   
BACKGROUND: 

1. Sections 2–771  through 865 of  the City Code prescribe  the City’s purchasing  system  and 
process (“Purchasing Ordinance”).  
 

2. It does not appear that there has been a substantial review and update of the Purchasing 
Ordinance since it was originally adopted in 1957. 
 

3. Staff  is proposing a comprehensive revision to the Purchasing Ordinance to modernize the 
Ordinance,  update  language  to  reflect  the  current  form  of  government  (i.e.  Council‐
Manager), and increase organization, consistency and clarity throughout the Ordinance. 
 

4. The  City  Attorney  has  reviewed  the  proposed Ordinance  to  ensure  it  is  consistent with 
applicable state laws and other local purchasing ordinances. 
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Consideration  and  Approval  for  First  Reading  of  City  Council Ordinance No.  1653  Amending  in  its 
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Page 2 of 4 
 
 

ANALYSIS: 

On  January  26,  2016,  staff met with  the  Budget,  Personnel  and  Finance  Committee  (Mayor 
Fajardo and Councilmember Gonzalez) to review and discuss the proposed amendments to the 
City’s Purchasing Ordinance.   Staff received valuable feedback from the Committee and made 
additional changes accordingly. 
 
The table below summarizes the differences current Ordinance and Proposed Ordinance: 
 

Current   Proposed 

  General: Adds multiple definition of terms 
and re‐organizes various provisions to 
increase clarity and continuity. 
 

  General: Changes references from City 
Administrator to City Manager or Purchasing 
Agent 
 

Does not include a provision for maintenance 
of procurement records. 

In accordance with state law, includes 
requirement to maintain procurement 
related records and make them available for 
public inspection. 
 

Very limited provision for Bond and 
Insurance requirements 

Expanded provisions for bond, bid security, 
insurance requirement, etc. 
 

Does not include a provision related to 
financial interest in contracts/POs for current 
or former employees, elected and appointed 
officials. 
 

Adds a provision prohibiting employee, 
elected and appointed official’s financial 
interest in any contract awarded by City.   

  Increases clarity for purchase order 
requirement, including the requirement to 
issue a purchase order to accompany 
contracts (this is to ensure sufficient budget 
to fund the contract). 
 

Does not include a provision related to 
change orders. 

Adds provisions to provide for change orders. 
For administrative contracts, City Manager 
can approve change orders up to a total 
contract amount of $25,000.  For Council 
approved contracts, City Manager can 
approve change orders up to approved 
contingency.  Council must approve changes 
in excess of approved contingency. 
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Current   Proposed 

Provides bidding exceptions when bidding is: 

 Impossible, impractical, incongruous. 

 Piggybacking. 

 Emergency procurement. 

Provides bidding exceptions for: 

 Travel/expense advances. 

 Subscriptions. 

 Purchases less than $2,500. 

 Trade circulars or books. 

 Insurance premiums. 

 Insurance Claims. 

 Sole source. 

 Reimbursement of expenses. 

 Petty cash reimbursement. 

 Medical payments. 

 Newspaper advertisements and 
notices. 

 Dues to approved organizations. 

 Payments to other government units. 

 Utility service payments, connection 
and/or installation charges. 

 Competitive bids solicited, but no bids 
received. 

 Attorney services. 

 Postage, courier/delivery messenger 
services. 

 Land. 

 Buildings. 

 Debt services. 

 Grants. 

 Claim settlements. 

 Collection agreements. 
 

Does not include a provision for local bidder 
preference. 

Adds local bidder preference that allows a 
local vendor to match the lowest bid if they 
are within 5% of the lowest bid. 
 

Includes reference to the Uniform Public 
Construction Cost Accounting Act (PCCAA) for 
Public Works projects, but incorporates in 
only by reference. 
 
 
 
 

Expands language to include more detailed 
references to the PCCAA and the processes 
required by the PCCAA. 
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Current   Proposed 

Subdivision III – Contracts for Consultants or 
Special Services 

Replaced with Subdivision IV – Professional, 
Management, General, or Special Services.  
This section clarifies and simplifies the 
original section to make it consistent with the 
other provisions of the Ordinance. 
 

Does not include a provision for multi‐year 
contracts. 

Authorizes multi‐year contracts.  
Administrative contracts not to exceed 
$25,000/year.  Any multi‐year contract 
exceeding $25,000/year must be approved 
by City Council. Also, if the same supplier has 
been used for a term of 5 years, formal or 
informal bidding procedures shall apply. 
 

Does not include a provision for employee 
ethics and accountability 
 

Adds section on employee ethics and 
accountability. 

 
The proposed Ordinance is included as Attachment A. 
 
 
BUDGET IMPACT: 

There is no budget impact to amending the Purchasing Ordinance.   
 

 
CONCLUSION: 

Modernizing and updating the Purchasing Ordinance will provide more clarity and consistency 
to the rules governing the City’s purchasing process.  It will also provide some flexibility to staff 
when  procuring  certain  goods  and  services  that  do  not  lend  themselves  to  traditional  bid 
processes. 
 
 
ATTACHMENTS: 

A.  Proposed Ordinance No. 1653 
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ATTACHMENT “A” 

ORDINANCE NO. 1653 
 

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF 
SAN FERNANDO, CALIFORNIA AMENDING IN ITS 
ENTIRETY DIVISION 6 (PURCHASING) OF ARTICLE IV 
(FINANCE) OF CHAPTER 2 (ADMINISTRATION) OF THE 
SAN FERNANDO CITY CODE RELATING TO THE 
PROCEDURES FOR PURCHASING AND CONTRACTING 

 

 WHERAS, the City Council of the City of San Fernando seeks to update its purchasing 
policies and procedures.  

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAN 
FERNANDO DOES HEREBY ORDAIN AS FOLLOWS: 

SECTION 1.  The foregoing recitals are true and correct and made a part of this 
Ordinance. 

SECTION 2.    Division 6 (Purchasing) of Article VI (Finance) of Chapter 2 
(Administration) of the San Fernando City Code is hereby amended in its entirety and replaced 
by the text set forth in Exhibit “A” of this ordinance.  

SECTION 3.   Subsection (b) of Section 50-1 of Article I (In General) of Chapter 50 
(Offenses and Miscellaneous Provisions) of the San Fernando Municipal Code is hereby 
amended in its entirety to now state the following: 

The Purchasing Agent for the City is authorized to sell all unclaimed property which has 
been in the possession of the department for a period of more than four months, in 
compliance with the provisions set forth under Subdivision V (Miscellaneous) of Division 
6 (Purchasing) of Article VI (Finance) of Chapter 2 (Administration) of the San 
Fernando Municipal Code.  

SECTION 4. Adoption and implementation of this ordinance is exempt from the 
California Environmental Quality Act (“CEQA”) as the ordinance amendments contemplated 
herein will have no impact on the environment.  

SECTION 5. Severability. If any section, subsection, sentence, clause, or phrase of this 
Ordinance is for any reason held to be invalid or unconstitutional by a decision of any court of 
competent jurisdiction, such decision shall not affect the validity of the remaining portions of 
this Ordinance. The City Council declares that it would have passed this Ordinance and each and 
every section, subsection, sentence, clause or phrase not declared invalid or unconstitutional 
without regard to whether any portion of the Ordinance would be subsequently declared invalid 
or unconstitutional. 
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SECTION 6. Effective Date. In accordance with Government Code section 36937, this 
ordinance shall take effect and be in force 30 days after passage and adoption. 

SECTION 7. Certification. The City Clerk is hereby authorized and directed to certify to 
the passage of this Ordinance by the City Council and shall cause it to be published or posted as 
required by law. 

PASSED, APPROVED, AND ADOPTED by the City Council of the City of San 
Fernando at a regular meeting held on this 7th day of March, 2016. 

 
 

       
Joel Fajardo, Mayor 

 
 
ATTEST: 
 
 
       
Elena G. Chávez, City Clerk 
 
 
STATE OF CALIFORNIA ) 
COUNTY OF LOS ANGELES )  SS 
CITY OF SAN FERNANDO ) 
 
 
I, Elena G. Chávez, City Clerk of the City of San Fernando, hereby certify that the foregoing 
Ordinance No. 1653 of the City Council of the City of San Fernando was approved and adopted 
by said City Council at its regular meeting held on the 7th day of March 2016 by the following 
vote, to-wit: 
 

AYES:    
 
NOES:  
 
ABSTAIN:  
 
ABSENT:  

   
 
   
Elena G. Chávez, City Clerk 
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EXHIBIT A 
 

TEXT OF NEW DIVISION 6 (PURCHASING) OF ARTICLE IV (FINANCE) OF 
CHAPTER 2 (ADMINISTRATION) OF THE SAN FERNANDO MUNICIPAL CODE 

 
 
CHAPTER 2.  ADMINISTRATION 
 
ARTICLE VI.  FINANCE 
 
DIVISION 6. PURCHASING 
 
SUBDIVISION I. GENERAL PROVISIONS 
 
Sec. 2-771.  Purpose. 
 
The purpose of this Division is to establish an efficient procedure for the purchase of 
supplies, services, and equipment, and to establish a procedure for performing or 
contracting for the construction of public works consistent with state law. These 
procedures shall not be overly time consuming and cumbersome, while allowing the 
City to obtain the best professional services, and acquire quality supplies, general 
services, and equipment in an overall economic manner, and also to construct public 
works at the lowest reasonable cost. The purpose of this ordinance is to emulate best 
practices in the purchasing procedures. 
 
Sec. 2-772.  Definitions. 
 

(a) Bidder's List. "Bidder's List" shall mean a list of responsible prospective vendors 
capable of providing the items being bid upon. 
 

(b) Cooperative Bid. "Cooperative Bid" is when several government agencies join 
together to create one bid document combining all agencies product volume for 
consideration of the bidder in determining the unit cost. 

 
(c) Emergency. As determined by the City Council, including, but not limited to, 

states of emergency defined in Section 8558 of the Government Code, when 
repair or replacements are necessary to permit the continued conduct of the 
operation of City services, or to avoid danger to life or property, repair or replace 
any public facility without adopting plans, specification, or working details or give 
notice for bids to let a contract or Public Works Construction Contract. 

 
(d) Equipment. "Equipment" shall mean furnishings, machinery, vehicles, rolling 

stock, and other personal property used in the City's business. 
 

(e) General Services. "General Services" are services which do not require any 
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unique skill, special background, training, and obtaining such services at the 
lowest cost should be the single most important factor in selection, as opposed to 
personal performance. Examples of general services include uniform cleaning 
and maintenance services. 
 

(f) Local Vendor.  “Local vendor” means a person, firm, partnership, corporation or 
other legal entity which: (a) has its principal place of business within the 
jurisdictional boundaries of the City; and (b) has continuously maintained a 
business license with the City for a period of at least twelve (12) months from the 
date bids are due. 
 

(g) “Lowest responsive and responsible bidder”.  The term “lowest responsive 
and responsible bidder” means a bidder who has submitted the lowest 
monetary bid in response to bid solicitation and who is also a responsible 
bidder and a responsive bidder.   If a bid solicitation has additive or 
deductive items the lowest monetary bid shall be determined by the City in 
the bid solicitation documents in any of the manners prescribed under 
subdivision (c) of Section 10126 of the California Public Contract Code.  

 
(h) Maintenance Work. "Maintenance Work" shall mean: 

 
(1) Routine, recurring, and usual work for the cleaning, preservation, or protection 

of any publicly owned or publicly operated facility for its intended purposes. 
 

(2) Minor repainting. 
 

(3) Resurfacing of streets and highways at less than one (1”) inch. 
 

(4) Landscape maintenance, including mowing, watering, trimming, pruning, 
planting, replacement of plants, and servicing of irrigation and sprinkler 
systems. 
 

(5) Work performed to keep, operate, and maintain publicly owned water, power, 
or waste disposal systems including, but not limited to, dams, reservoirs, 
power plants, and electrical transmission lines of two hundred thirty thousand 
(230,000) volts and higher. 

 
(i) Multiple Awarded Bid. When a bid is awarded to more than one vendor for the 

same or similar products. A multiple awarded bid schedule is usually set up and 
provides information of product type/brand and vendor who is providing the 
product. 
 

(j) Piggyback. Use of another public agency's existing contract to purchase the 
same product(s) as outlined in the awarding bid document. 
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(k)  Professional, Management, or Special Services. "Professional," "Management," 
or "Special Services" shall mean any work performed by an attorney, doctor, 
architect, engineer, land surveyor, construction manager, appraiser, expert, 
accounting firm, consultant or those services such as computer services, golf 
course operating services, concession services, parking garage operation 
services, and transportation/transit operator services. Factors for determining 
whether professional, management, or special services are needed include but, 
are not limited to, services which require special performance criteria, specific 
experience and training, professional judgment, licensing, qualified expertise in a 
specific area of work, or other unique factors other than simply obtaining the 
service at the lowest cost to the City.  
 

(l) Public Works. "Public Works" shall mean a type of public construction project 
subject to the regulation of the State Public Contract Code and State Labor Code 
and as defined in California Labor Code Division 2, Chapter 1, Article 1, Section 
1720 and as further amended. Examples of a Public Works Project include: 
 
(1) The erection, construction of, alteration, major painting, repair, or demolition 

of public buildings, streets, walkways, water and sewer facilities, drainage 
facilities, or other public facilities, whether owned, leased, or operated by the 
City. 
 

(2) Furnishing supplies or materials for any of the above works or projects. 
 

(3) A public work does not include maintenance work as defined in this 
subdivision. 

 
(m)Public Project. "Public Project" shall have the meaning as set forth in the 

California Public Contract Code Division 2, Part 3, Chapter 1, Article 4, Section 
20161 and Division 2 Part 3, Chapter 2, Article 1, Section 22002, or as 
hereinafter amended. 

 
(n) Purchase. "Purchase" shall include the renting, leasing, purchasing, licensing, or 

a trade of equipment or supplies. 
 

(o) Purchasing Agent. The "Purchasing Agent," for the purposes of this Division, 
shall be the Finance Director or his/her designee and is responsible for managing 
the decentralized purchasing program. 

 
(p) Purchasing Officer. The "Purchasing Officer," for the purposes of this Division, 

shall be the City Manager or his/her designated representative.  The Purchasing 
Agent, as defined above, shall be presumed to be the designated representative 
of the Purchasing Officer unless otherwise directed by the Purchasing Officer in 
writing. 

 
(q) Responsible bidder.  “Responsible bidder” means a bidder determined by the 
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awarding department: 
 
(1) To have the ability, capacity, experience and skill to provide the goods, 

services, professional services, and/or construction projects in accordance 
with bid specifications, and if applicable; 
 

(2) To have the ability to provide the goods, services, professional services, 
and/or construction projects promptly, or within the time specified, and if 
applicable; 
 

(3) To have equipment, facilities and resources of such capacity and location to 
enable the bidder to provide the required goods, services, professional 
services, and/or construction projects, and if applicable; 
 

(4) To be able to provide future maintenance, repair, parts and service for the 
use of the goods and/or construction projects purchased, and if applicable; 
 

(5) To have a record of satisfactory performance under prior contracts with the 
city or other purchasers where such bidder has previously been awarded 
such contract. 

 
(r) Responsive Bidder.  “Responsive bidder” means one that is in substantial 

conformance with all requirements of the invitation to bid, including specifications 
and the city’s contractual terms and conditions. Bidders who substitute terms and 
conditions or who qualify their bids in such a manner as to nullify their liability 
may be considered nonresponsive bidders. This may also include provision of 
insurance requirements, bonds, completion of all forms, inclusion of references 
and additional information as requested in bid documents. 
 

(s) Special Equipment/Supplies. "Special Equipment/Supplies" shall mean unique 
supplies, machinery, computers, or other equipment which are not generally and 
regularly ordered in bulk by the City and which must perform complex tasks, or 
integrate efficiently with existing equipment or supplies. 

 
(t) Supplies. "Supplies" shall mean office supplies, janitorial supplies, materials, 

goods, tools, or other commodities used in the general conduct of the City's 
business, excepting supplies or materials for a public work which is regulated 
under the California Public Contract Code Sections 20160, et seq. 

 
(u) Uniform Construction Cost Accounting Procedures. "Uniform Construction Cost 

Accounting Procedures" shall mean those procedures and rules established by 
the State Uniform Construction Cost Accounting Commission pursuant to Section 
22010, et seq. of the California Public Contract Code or as amended. 

 
(v) Urgency. Urgency shall exist when the service, repair, or replacements are 
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immediately necessary to permit the continued performance of the operations or 
services of the City, or to avoid the immediate danger to life, health, or property. 

 
Sec. 2-773. Purchasing Agent: Powers and duties. 
 
The duties of the Purchasing Agent may be combined with those duties of any other 
officer or position in the City. The Purchasing Agent shall have the authority to: 
 

(a) Purchase or contract for needed City supplies, general services, equipment, and 
special equipment/supplies which are not included within a construction contract 
or proposed specifications for a construction contract of a public work being 
administered by any other City department; 
 

(b) Investigate, keep knowledgeable about, negotiate, and recommend on the 
execution of contracts or the purchasing of supplies, general services, and 
equipment pursuant to the procedures of this Division, and such administrative 
rules and regulations as prescribed by the City Manager; 

 
(c) Keep informed of current developments concerning purchasing, prices, market 

conditions, and new products; 
 

(d) Prescribe and maintain such forms as necessary for the proper operation of this 
purchasing system; 

 
(e) Supervise the inspection of all supplies, general services, and equipment 

purchased under this Division to assure conformance with City specifications; 
 

(f) Supervise the transfer of surplus and unused supplies and equipment for sale or 
disposal of such; 

 
(g) Maintain up-to-date bidder's list, vendors’ catalogs, files, and such other records 

as needed to perform these duties; 
 

(h) Ensure that purchasing specifications are written to encourage full competition; 
 

(i) Perform such other tasks as may be necessary for the proper conduct of 
purchasing of supplies, services, construction services, and equipment. 

 
Sec. 2-774. City Council authorizes City Manager to implement administrative 
regulations. 
 
City Council authorizes City Manager to establish and maintain written administrative 
regulations and standards consistent with this Division, which incorporate and 
implement the City's purchasing and contracting procedures, including an 
implementation of the purpose, goals and requirements of this ordinance. 
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Sec. 2-775.  Purchase orders. 
  

(a) Except for departmental purchases as authorized in Sec. 2-800(a), the purchase 
of equipment and supplies shall include the execution of a purchase order and no 
such purchase order shall be issued without the prior written approval of the 
Purchasing Agent or designated representative.  The City shall issue a purchase 
order 1) to each vendor who agrees to provide equipment, goods, supplies and 
materials to the City, and 2) to accompany every contract for the performance of 
services and Public Projects unless otherwise authorized by the City Manager or 
the rules and regulations adopted by the City pursuant to this Division. Except as 
otherwise provided herein, no contract shall be deemed to be an authorization to 
proceed with work unless accompanied by a properly authorized and executed 
purchase order nor shall any vendor or contracting party be authorized to 
perform any service, perform any Public Project, or provide any supplies or 
equipment without first receiving a properly authorized and executed purchase 
order issued by the Purchasing Agent upon verification of sufficient 
unencumbered appropriation balance. 
 

(b) The purpose of a purchase order is to ensure compliance with this Division. 
 
Sec. 2-776. Encumbrance of funds. 
 
Except in cases of urgency as described in Sections 2-804, 2-828, and 2-850, the 
Purchasing Agent shall not issue any Purchase Order, for purchase of supplies, 
services or equipment unless there exists an unencumbered appropriation in the fund 
account against which such purchase is to be charged or City Council has authorized 
said purchase. 
 
Sec. 2-777.  Solicitation exceptions. 
 

(a) The competitive bid and RFP processes are not applicable to certain purchases. 
The following are exempt from bid processes Subdivision II and Subdivision IV 
herein. 

 
(1) Department purchases, as defined in Section 2-800(a); 
(2) Travel/expense advances; 
(3) Subscriptions; 
(4) Trade circulars or books; 
(5) Insurance premiums; 
(6) Insurance claims; 
(7) Reimbursement of expenses; 
(8) Petty cash reimbursement; 
(9) Medical payments; 
(10) Newspaper advertisements and notices; 
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(11) Dues to approved organizations; 
(12) Payments to other government units; 
(13) Utility service payments, utility connection and/or installation charges; 
(14) Attorney services; 
(15) Postage, courier/delivery messenger services; 
(16) Land; 
(17) Buildings; 
(18) Debt services; 
(19) Grants; 
(20) Claim settlements; 
(21) Collection agreements referenced under Section 70-11 of Article II of 

Chapter 70 of the San Fernando Municipal Code. 
 
Sec. 2-778.  Contracts. 
 

(a) All written contracts shall be approved by City Attorney as to form. Contracts 
shall be prepared for professional, management, general or special services, 
and construction for Two Thousand Five Hundred and no/100ths ($2,500.00) 
Dollars and over. Contracts for an amount of Twenty-five Thousand and 
no/100ths ($25,000.00) Dollars and less shall be approved/awarded by the City 
Manager, following any required selection process outlined in Subdivisions III 
and IV of this Division. Contracts with a dollar amount exceeding Twenty-five 
Thousand and no/100ths ($25,000.00) Dollars shall be approved/awarded by 
City Council following a selection process outlined in Subdivisions III and IV of 
this Division. 
 

(b) The City Manager is authorized to issue Contract Amendments as follows: 
 

(1) If the contract was originally executed for an amount of Twenty-five 
Thousand and no/100ths ($25,000.00) Dollars or less, the City Manager 
shall have the authority to issue Contract Amendments, provided that the 
sum of all amendments, plus original contract amount, shall not exceed 
Twenty-five Thousand and no/100ths ($25,000.00) Dollars. If the amended 
contract will exceed Twenty-five Thousand and no/100ths ($25,000.00) 
Dollars, City Council shall approve the contract amendment. 
 

(2) For a contract originally executed for an amount in excess of Twenty-five 
Thousand and no/100ths ($25,000.00) Dollars and originally approved by 
City Council, the City Manager shall have authority to issue contract 
amendments, provided that the sum of all contract amendments for any 
single contract shall not exceed the limit approved by City Council. If the 
amended contract will exceed the limit previously approved by City Council, 
the contract amendment must be approved by City Council. 

 
(c) Master Professional Services Contracts. For those Professional Services as 

defined in Government Code Section 4526 (and as otherwise amended), 
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master multi-year contracts with several consultants with a general scope of 
work may be set up for a total not-to-exceed dollar amount as approved by City 
Council. 

 
(1) A formal Request for Qualification process shall be used in accordance with 

City Code Section 2-840(d) and awarded based on qualifications. 
 

(2) Task Orders shall be issued pursuant to the Master Contract with a specific 
scope of work and the City Manager shall have authority to execute such 
Task Order for individual projects up to the City Council approved budget 
appropriation. 

 
(d) Master General Services Contract. 

 
(1) A Bid or a Request for Proposal/ Qualification process may be used to 

procure General Services and may be awarded based on qualifications plus 
reasonableness of cost. 

 
(e) Public Works Contracts shall be established for work in an amount of Two 

Thousand Five Hundred and no/100ths ($2,500.00) Dollars and over. City 
Manager may award and execute contracts for individual projects in an amount 
of Twenty-five Thousand and no/100ths ($25,000.00) Dollars or less. Individual 
projects in an amount exceeding Twenty-five Thousand and no/100ths 
($25,000.00) Dollars shall be approved by City Council. 
 

(f) Change Orders. A Change Order shall be used to modify the contract 
documents regarding contract price, schedule of payments, completion date, 
plans and specifications, expanding scope of work due to change in conditions, 
and for unit price overruns and under runs, as specified in the Contract. Work 
description and justification should relate to the original project and should be 
necessary to achieve original scope of project. After a determination that costs 
is merited by developments in a specific project, the City Manager is authorized 
to issue Change Orders up to the contract contingency amount approved by the 
City Council for the individual contract as follows: 

  
(1) Contracts in the amount Twenty-five Thousand and no/100ths ($25,000.00) 

Dollars or less: 
 

(i)  City Manager may approve Change Orders until the contract reaches 
Twenty-five Thousand and no/100ths ($25,000.00) Dollars. 

 
(ii) Once the original contract plus all accumulated Change Orders is in an 

amount that is equal to Twenty-five and no/100ths ($25,000.00) Dollars, 
subsequent Change Orders must be approved by City Council prior to 
commencing the work. 
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(2) Contracts in an amount exceeding Twenty-five Thousand and no/100ths 
($25,000.00) Dollars. 
 
(i)  City Manager may approve cumulative Project Change Orders up to the 

contingency established and approved by City Council for each individual 
contract. 

 
(ii) Any single Change Order exceeding Twenty-five Thousand and 

no/100ths ($25,000.00) Dollars must be approved by City Council prior to 
commencing with the work. In urgency situations where stopping the 
work will result in severe repair or replacement delays and subject the 
City to excessive additional costs due to the delay in the project, City 
Manager may approve such Change Order and shall give notice to City 
Council at the next City Council meeting. 

 
(g) Master Maintenance Service Contracts. 

 
(1) Request for Qualification process shall be used to establish Master 

Contracts. The purpose which is to award discrete small projects which in no 
event exceed Twenty-five Thousand and no/100ths ($25,000.00) Dollars per 
task order. 
 

(2) Master Single or Multi-year Contracts may be set up with several vendors, 
and will include a general scope of work and will establish an annual not-to-
exceed dollar amount as approved by City Council. 

 
(3) Task Orders shall be issued pursuant to the Master Contract with a specific 

scope of work and the City Manager shall have authority to execute such 
Task Order for individual projects for an amount of Twenty-five Thousand 
and no/100ths ($25,000.00) Dollars or less. 

 
(h) Multi-year Professional, Management, General or Special Services, and 

Construction Contracts. 
 

(1) The City Manager may approve multi-year contracts for professional, 
management, general or special services, and construction contracts; 
provided, the annual value of the multi-year contract is Twenty-five 
Thousand and no/100ths ($25,000.00) Dollars per year or less.   
 

(2) Multi-year contracts exceeding Twenty-five Thousand and no/100ths 
($25,000.00) Dollars per year shall require the approval of the City Council.  
 

(3) In the event the same supplier, contractor or consultant has been utilized for 
a period of five (5) years, the formal or informal bidding procedures as set 
forth in Section 2-800 shall apply. 
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Sec. 2-779 – 2-799.  [Reserved – No Text] 
 
SUBDIVISION II.   SUPPLIES, GENERAL SERVICES AND EQUIPMENT 
 
Sec. 2-800.  Bidding procedures. 
 
Except as authorized in Section 2-777(a), 2-801, 2-802, or in the case of urgencies as 
described in Section 2-804, the purchase of supplies, equipment and special 
equipment/supplies, not included in the construction contract or bid specification for a 
public works project, shall be made as follows: 
 

(a) Department Purchases. A department may purchase specified and limited 
supplies, and equipment, special equipment/supplies independently of the 
Purchasing Agent of a value less than Two Thousand Five Hundred and 
no/100ths ($2,500.00) Dollars, provided such department keeps a record of such 
purchases and exercises reasonable prudence in seeking price quotes when 
purchasing such items. All such purchases shall be made with funds in an 
unencumbered appropriation. 
 

(b) Direct Purchase Order. The purchase of supplies, equipment, or special 
equipment/supplies with the estimated value of Two Thousand Five Hundred and 
no/100ths ($2,500.00) Dollars but not more than Twenty-five Thousand and 
no/100ths ($25,000.00) Dollars shall be made by a written bidding procedure as 
follows: 

 
(1) The responsible department shall prepare a written product specification 

describing the minimum requirements of the purchase. 
 

(2) The department shall obtain at least three written responses to the 
informal request for bid. This requirement may be waived for good cause 
in writing by the Department Head and Purchasing Agent in consultation 
with one another. 

 
(3) Written responses may be made by mail, fax, or e-mail directly to the 

department representative requesting the item. Further negotiation with a 
vendor to negotiate a lower price based on the bid responses received 
from other vendors is prohibited. A written record and tabulation shall be 
made at that time the bid response is received and opened. All written 
responses must be retained by the department for three years. 

 
(4) Bid evaluation procedures. All bids shall be analyzed by the department for 

compliance with bid specifications, and the department shall prepare an 
analysis of the bid process. 

 
(i) Award will go to the lowest responsive/responsible bidder. 
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(ii) When two or more bids are the same, in unit, quality, service and total 
cost, preference shall be given to the local vendor, as defined. 
 

(iii) If a local vendor, as provided in Section 2-805 submits a bid, if the bid is 
within five percent (5%) of the lowest responsible and responsive 
bidder’s bid, and if the local vendor is a responsible bidder and 
responsive bidder, the local vendor shall be given the opportunity to 
match the bid of the lowest responsible and responsive bidder.  Local 
vendor preference is based on Public Contracts Code 6107 and does 
not apply to Public Works Projects as defined by the Public Contracts 
Code Section 22002 or Federal Grant funded purchases. 

 
(iv)  If the Department Head determines that all the bids received are 

unacceptably high, or specifications were unclear, the department may 
reject any bids received and the item may be rebid. 

 
(5) No bids received. In the event no bids are received, the Department Head 

requesting the purchase shall have the option of any of the following: 
 
   (i)   Abandon the purchase; 
 
   (ii)   Rebid the purchase; or 
 
   (iii)  Request Purchasing Agent approval to obtain the item, supply, 

service, or equipment on a direct negotiated contract. 
   

(6) The department shall prepare a written recommendation to the Purchasing 
Officer for award or rejection of bids. 
 

(7) Award. The Purchasing Officer shall reject all bids or award the purchase 
contract to the lowest responsive and responsible bidder whose bid or 
proposal fulfills the purpose intended according to criteria designated in 
the bid and the contract award amount is within the unencumbered 
appropriation for that item. Purchasing Officer may waive any minor bid 
irregularities and shall award informal bids up to Twenty-five Thousand 
and no/100ths ($25,000.00) Dollars. 

 
(c) Formal Bid Procedures. For supplies, equipment, or special equipment/supplies 

with an estimated value in an amount exceeding Twenty-five Thousand and 
no/100ths ($25,000.00) Dollars purchases shall be made in accordance with the 
following formal written procedures: 
 
(1) Published Notices. A notice inviting bids shall be published at least ten (10) 

calendar days before the date of the opening of bids. The notice shall be 
published at least once in a newspaper of general circulation printed and 
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published in the City, and in appropriate trade publications, if any, circulated 
within the general area and posted on the City's Purchasing website. Such 
other notice as the Purchasing Agent deems appropriate shall be made. 
 
    (i)   Notices inviting bids. Notices inviting bids shall include a general 
description of the goods, articles, services, or equipment to be purchased or 
required, state where bid blanks and specifications may be secured, 
describe any performance or bid security required, and the time and place 
for the opening of bids; 
 
  (ii)   Bidder's List. The Purchasing Agent shall maintain a list of 
responsible bidders for various categories of supplies or equipment. A notice 
of the solicitation for a bid shall be sent to all responsible prospective 
contractors or suppliers whose names are on the bidder's list for the 
category or equipment, supplies or general services subject to the bid 
request or posted on the City's Purchasing website and distributed through 
mass e-mail notifications; and 
 
   (iii)   Bulletin Board. The bid invitation shall be posted on a public bulletin 
board in City Hall. 
 

(2) Bidder's Security/Failure to Sign Contract. If the City requires a bidder's 
bond or other form of security, the bidder's security shall be prescribed in the 
notice inviting bids in an amount equal to the lesser of the following: (i) ten 
(10%) percent of the amount bid or (ii) such lesser percentage of the amount 
of the bid as may be required under the California Public Contract Code or 
other applicable law. Bidder's security shall be either a cash deposit with the 
City, a cashier's or certified check payable to the City, or a bidder's bond. 
Unsuccessful bidders shall be entitled to the return of bid security within sixty 
(60) days of the date of the award. However, the lowest responsive and 
responsible bidder shall forfeit all or part of his/her bid security, as may be 
determined by the City Council, upon the bidder's refusal or failure to 
execute the contract within ten (10) days after the date of the award of the 
contract. On the refusal or failure of the lowest responsive and responsible 
bidder to execute the contract, the City Council may award the contract to 
the next lowest responsive and responsible bidder. 
 

(3) Bid Opening Procedure. Sealed bids shall be submitted to the Office of the 
City Clerk and shall be identified as to bidder, project, and "Bid" on the 
envelope. Bids shall be opened by City staff in public at the time and place 
stated in the notice inviting bids. A written record and tabulation shall be 
made at the time of all bids received. 

 
(4) Bid Evaluation Procedures. All bids shall be analyzed by the Purchasing 

Agent and department for compliance with bid specifications.  The 
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department shall prepare a recommendation for award or rejection to the 
City Council. 

 
(i) If a local vendor, as provided in Section 2-805 submits a bid, if the bid is 

within five percent (5%) of the lowest responsible and responsive 
bidder’s bid, and if the local vendor is a responsible bidder and 
responsive bidder, the local vendor shall be given the opportunity to 
match the bid of the lowest responsible and responsive bidder.  Local 
vendor preference is based on Public Contracts Code 6107 and does 
not apply to Public Works Projects as defined by the Public Contracts 
Code Section 22002 or Federal Grant funded purchases. 

 
(5) Rejection of Bids. If the City Council determines that bids are excessively 

high or that specifications were unclear, or if no bids are received, the City 
Council may reject all bids presented and use whatever method it deems 
appropriate, such as rebid, abandon acquisition, or negotiate a contract to 
complete the purchase. 

 
(6) Award of Contracts. Contracts shall be awarded by the City Council to the 

lowest responsive and responsible bidder whose bid fulfills the purpose 
intended according to the criteria designated in the solicitation, and provided 
the award amount is within the unencumbered appropriation for that item. 
The City Council may waive any minor bid irregularities. 

 
(7) Tie Bids. If two (2) or more bids received are for the same total amount or 

unit price, quality and service being equal, and if the public interest will not 
permit the delay of re-advertising for bids, the City Council may accept either 
bid or accept the lowest bid made by negotiation with the tied bidders. 

 
(8) Performance Bonds. The City may require a performance bond in such 

amount as it shall find reasonably necessary to protect the public interest. If 
the City requires a performance bond, the form and amount of the bond shall 
be described in the notice inviting bids. 

 
Sec. 2-801.  Special equipment/supplies; sole source purchases. 
   
(a) Special Equipment/Supplies. In purchasing any special equipment or supplies 

needed to be compatible with existing equipment, or to perform complex or unique 
functions, the Purchasing Agent and Department Head in consultation with one 
another may: 
 
(1) Limit bidding to a specific product type, or a brand name product; or 

 
(2) Utilize a request for proposal approach where warranties, service and/or 

maintenance obligations, and product performance will be evaluated in 
addition to the price of the product. The award of the contract should be to the 

03/07/16 CC Meeting Agenda Page 93 of 145



16 

proposer staff deems is in the best public interest. 
 
(b) Sole Source Purchases. Unique commodities or services that can be obtained 

from only one vendor, or one distributor authorized to sell in this area, with singular 
characteristics or performance capabilities or which have specific compatibility 
components with existing City products are exempt from the competitive bidding 
requirements in Section 2-800 and are deemed sole source purchases. Sole 
source purchases may include proprietary items sold direct from the manufacturer. 
 

(1) All sole source purchases shall be supported by written documentation 
indicating the facts and nature supporting the determination of a sole 
source, signed by the Department Head and forwarded to the Purchasing 
Agent. The Purchasing Officer shall approve sole source acquisitions in an 
amount of Twenty-five Thousand and no/100ths ($25,000.00) Dollars or 
less. 
 

(2) Approval of any sole source acquisition shall be obtained from City Council 
for an award of a contract for an amount exceeding Twenty-five Thousand 
and no/100ths ($25,000.00) Dollars. 

 
Sec. 2-802.  Cooperative, piggyback, and multiple awarded bid purchasing with 
other agencies. 
 
Approval and award of cooperative, "piggy-back" or multiple awarded purchases shall 
be obtained from the Purchasing Officer for an amount of Twenty-five Thousand and 
no/100ths ($25,000.00) Dollars or less and by the City Council for purchases in an 
amount exceeding Twenty-five Thousand and no/100ths ($25,000.00) Dollars. 
 

(a) Cooperative Purchasing. The bidding requirements of Section 2-800 shall not 
apply to the purchasing of any equipment or supplies which the Purchasing Agent 
determines to be in the best interest of the City to obtain through a cooperative 
competitive bidding procedure being prepared by and processed through another 
local, state, or federal governmental agency. 
 

(b) Piggyback. If the Purchasing Agent determines it to be in the best interest of the 
City, the Purchasing Agent is authorized to "piggyback" onto or join into an 
existing written purchase contract obtained through a competitive bidding process 
prepared by and awarded by another local, state or federal government agency. 

 
(c) Multiple Awarded Bids. Multiple awarded bids are generally conducted by larger 

government agencies. A competitive bidding process is conducted for a specified 
product. Several vendors whose product meets the specification are awarded the 
contract. Maximum item price and contract terms are established. If the 
Purchasing Agent determines it to be in the City's best interest, the Purchasing 
Agent is authorized to use federal, state, or other governmental agency multiple 
awarded contracts. Staff must obtain quotes from at least three vendors on the 
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awarded contract list and award the bid to the lowest responsive and responsible 
bidder. 

 
Sec. 2-803.  Recycled supply products specification. 
 
If in procuring supplies, a recycled product can achieve the necessary City performance 
standard, and if such recycled product is readily available, specifications should, if 
economically feasible, require products made with recycled materials be bid. If the 
Department Head determines that (1) a recycled product lacks performance capabilities 
or needed quality levels, or (2) a sufficient amount of said recycled or reusable product 
is not currently available in the market, then a reduced percentage can be required, or 
the supply specification can be limited to non-recycled or virgin materials. When 
recycled products are required, reasonable efforts shall be made to label the products 
as containing recycled materials. As used in this section, recycled products does not 
mean used products, but is limited to new products made with materials which have 
been recycled. 
 
Sec. 2-804.  Urgencies. 
 
The bidding procedures of Section 2-800 or solicitation procedures in Section 2-840 
may be dispensed with in the case of urgency. An urgency shall exist when the service, 
repair, or replacements are immediately necessary to permit the continued performance 
of essential operations or services of the City, or result in excessive costs if not 
immediately remedied, or to avoid the immediate danger to life, health, or property. The 
City Council delegates authority to the City Manager to declare a public urgency. If the 
purchase is Twenty-five Thousand and no/100ths ($25,000.00) Dollars and over, the 
City Manager shall give notice of the purchase process to the City Council. 
 
Sec. 2-805.  Local preference. 
 
To promote economic development and maintain a healthy economic base in the City of 
San Fernando, as well as encourage businesses to move into the City's jurisdiction, the 
City supports employment and local business opportunities which in turn promote the 
City's economic growth. As such, the City has determined it is in its best interest to 
provide a preference to local businesses. 
 

(a) Local Preference in Purchasing. In the bidding of, or contracting for procurement 
of supplies, materials, and equipment as provided in these sections, the 
Purchasing Officer may give a preference to responsive, responsible, local 
businesses located in the City of San Fernando. If the local vendor’s bid is within 
five percent (5%) of the lowest responsible and responsive bidder’s bid and if the 
local vendor is a responsible bidder and responsive bidder, the local vendor shall 
be given the opportunity to match the bid of the lowest responsible and 
responsive bidder.  The granting of this local preference shall be approved or not 
based on a determination by the Purchasing Officer that quantity and quality of 

03/07/16 CC Meeting Agenda Page 95 of 145



18 

the local product is equal to that of the next lowest bidder. In order for a local 
business to be eligible to claim the preference, the business must provide a copy 
of its current business tax certificate issued by the City. This local preference is 
not applicable to:  
 

(1) Bids for public projects as defined by Public Contracts Code Sections 
20161 and 22002; 
 

(2) Bids funded by grants which prohibit its use; and  
 

(3) Contracts for professional, management, general, and special services. 
 
Sec. 2-806.  Staging of purchases prohibited. 
 
Purchases and Public Works contracts shall not be knowingly staged or separated into 
smaller units or segments solely for the purpose of evading the competitive formal or 
informal bidding requirements of this Division. 
 
Sec. 2-807.  Inspection and tests. 
 
The Purchasing Agent or department requesting the item shall inspect all deliveries of 
supplies and equipment to assure conformance with the contract or order specifications. 
The Purchasing Agent, at his/her discretion, may require chemical and physical tests of 
samples or supplies and equipment as he/she deems necessary to determine the 
quality in conformance with those specifications. 
 
Sec. 2-808.  General services. 
 

(a) General services as defined in Subdivision I, Section 2-772(e) shall be procured 
either through the bid process outlined in Subdivision II, Section 2-800 with the 
emphasis on awarding to the "lowest responsive responsible bidder" or through 
the Request for Proposal process outlined in Subdivision IV, Section 2-840 with 
emphasis on factors other than price. 
 

(b) Factors to Consider. If it is determined by the department in consultation with the 
Purchasing Agent that all vendors providing a service classification can equally 
provide the service satisfactorily, a bid process would be appropriate. However, if 
factors other than price need to be considered in awarding the contract, the 
Request for Proposal (RFP) process may be used. Examples of areas other than 
price that may be important in awarding the contract include: experience level, 
competence, resources/equipment, staffing levels, services available/time 
factors, and other qualifications determined by each City department responsible 
for recommending the service contract that may be important to consider. 

 
(c) Master General Services Single or Multi-year Contracts may be awarded to 

multiple service providers following a formal Request for Proposal/Qualification 
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process using the procedures set forth in Section 2-840. Award of master 
contracts and negotiating task orders should follow the procedure set out in 
Section 2-778. 

 
Sec. 2-809 – 2-820.  [Reserved – No Text] 
 
SUBDIVISION III.  PUBLIC WORKS PROJECTS. 
 
Sec. 2-821.  Uniform construction cost accounting procedures. 
 
The City Council has elected to become subject to the Uniform Construction Cost 
Accounting Procedures as established by the California Uniform Construction Cost 
Accounting Commission. 
 
Sec. 2-822.   Bidding procedures for various project amounts. 
 

(a) A public project of Thirty Thousand and no/100ths ($30,000.00) Dollars or less 
may be performed by City employees by force account, by negotiated contract, or 
by Purchase Order, provided such action is first authorized by the Purchasing 
Officer or the Purchasing Agent. 
 

(b) A public project of an estimated amount exceeding Thirty Thousand and 
no/100ths ($30,000.00) Dollars but not more than One Hundred Twenty-five 
Thousand and no/100ths ($125,000.00) Dollars may be let to contract by informal 
bid procedures as set forth in this subdivision. 

 
(c) A public project in an amount exceeding One Hundred Twenty-five Thousand and 

no/100ths ($125,000.00) Dollars shall, except as otherwise provided in this 
subdivision, be let to contract by formal bidding procedures. The described 
project cost limits of (a) through (c) in this section shall be increased 
automatically as authorized pursuant to the adjustments made by the California 
Uniform Construction Cost Accounting Commission under Section 22020 of the 
Public Contract Code. 

 
Sec. 2-823.  Adoption of plans. 
 
The City Council shall approve and adopt the plans, specifications, and working details, 
as well as authorize the bid request for all Public Works projects for an amount 
exceeding One Hundred Twenty-five Thousand and no/100ths ($125,000.00) Dollars. 
The City Engineer is delegated authority to approve and adopt the plans, specifications, 
and working details for all Public Works projects less than One Hundred Twenty-five 
Thousand and no/100ths ($125,000.00) Dollars. 
 
Sec. 2-824.  Negotiate contract or purchase order procedures. 
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For those projects qualifying under subsection (a) of Section 2-822, the project manager 
shall obtain a cost estimate from the project engineer or architect prior to issuing a 
Purchase Order or negotiating a contract with a responsible contractor. For any City 
force account work, the project manager shall first comply with the guidelines 
established by the California Uniform Construction Cost Accounting Commission in 
determining the cost of the public project. The City Manager shall have the authority to 
award and to execute any contract for the public project qualifying under subsection (a) 
and (b) of Section 2-822. 
 
Sec. 2-825.  Informal bidding procedures. 
 
For those projects which qualify under Section 2-822(b) for informal bidding, the 
following procedures shall be used: 
 

(a) Bidder List. The City shall maintain a list of qualified contractors, identified 
according to categories of work. Minimum criteria for development and 
maintenance of the contractors' list shall be consistent with the California Uniform 
Construction Cost Accounting rules. 
 

(b) Notice. Unless the product or service is proprietary, all contractors on the City's 
list for the category of work being bid shall be mailed a notice inviting informal 
bids, or an announcement/ advertisement shall be placed in all construction trade 
journals specified in this section, or both such mailing and advertising. The trade 
journals shall be those identified by the California Uniform Construction Cost 
Accounting Commission as appropriate for this area. In addition, notice shall be 
posted on the City's Purchasing website. 

 
(c) Bidder's Security/Failure to Sign Contract. Bidder's security shall be prescribed in 

the notice inviting bids in an amount equal to ten (10%) percent of the amount 
bid. Bidder's security shall be either a cash deposit with the City, a cashier's or 
certified check payable to the City, or a bidder's bond. Unsuccessful bidders shall 
be entitled to the return of bid security within sixty (60) days of the date of the 
award. However, the lowest responsive and responsible bidder shall forfeit all or 
part of his/her bid security, as may be determined by the City Council, upon the 
bidder's refusal or failure to execute the contract within ten (10) days after the 
date of the award of the contract. On the refusal or failure of the lowest 
responsive and responsible bidder to execute the contract, the City Council may 
award the contract to the next lowest responsive and responsible bidder. 

 
(d) Minimum Time Period. All mailing of notices to contractors and announcements/ 

advertisements published in the construction trade journals pursuant to 
subdivision (b) shall be completed not less than ten (10) calendar days before 
bids are due. 

 
(e) Notice Contents. The notice inviting informal bids shall describe the project in 

general terms, how to obtain more detailed information about the project, and 
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state the time and place for the submission of bids. 
 

(f) Performance/Labor/Materials Bonds. A labor and materials bond, plus a 
performance bond shall be required, from a surety company licensed to do 
business in California and acceptable to the City, in amounts equivalent to the 
total contract amount. 

 
(g) Bid Opening Procedure. Sealed bids shall be submitted to the Office of the City 

Clerk and shall be identified as to bidder, project, and "Bid" on the envelope. Bids 
shall be opened by the City Clerk's staff in public at the time and place stated in 
the notice inviting bids. At that time, a written record and tabulation shall be made 
of all bids received, and shall be open for public inspection during regular 
business hours for a period of one year after the bid opening. The project 
manager shall make an analysis of the bids for compliance with bid 
specifications, and thereafter, make a recommendation for award or rejection. 

 
(h) Award. The City Manager shall award the contract or reject the bids. The 

Purchasing Officer may waive minor bid irregularities. 
 

(i) Change Orders. A Change Order shall be used to modify the contract documents 
regarding contract price, schedule of payments, completion date, plans and 
specifications, and for unit price overruns and under runs, as specified in the 
Contract. Work description and justification must relate to the original project and 
must be work necessary to achieve original scope of project. After a 
determination that costs are merited by developments in a specific project, the 
City Manager is authorized to issue Contract Amendments or Change Orders up 
to the contract contingency approved by the City Council as awarded for the 
individual contract as follows: 

 
(1) City Manager may approve Project Change Orders until the contract reaches 

One Hundred Twenty-five and no/100ths ($125,000.00) Dollars. 
 

(2) Once the original contract plus all accumulated Change Orders are in an 
amount that is equal to One Hundred Twenty-five and no/100ths 
($125,000.00) Dollars, the contract and subsequent Change Orders must be 
approved by City Council prior to commencing with the work. 

 
(3) Any single Change Order exceeding Fifty Thousand and no/100ths 

($50,000.00) Dollars must be approved by City Council prior to commencing 
with the work. In urgency situations, where stopping the work will result in 
severe repair or replacement delays and subject the City to excessive 
additional costs due to the delay in the project, City Manager may approve 
such Change Order and shall give notice to City Council at the next City 
Council meeting. 

 
(j) Bids in Excess of Statutory Amount. If all bids received are in excess of One 
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Hundred Twenty-five Thousand and no/100ths ($125,000.00) Dollars, the City 
Council may, by passage of a resolution by a four-fifths (4/5) vote, award the 
contract up to One Hundred Thirty-seven Thousand Five Hundred and no/100ths 
($137,500.00) Dollars or less to the lowest responsive and responsible bidder 
without formal bidding if it determines the cost estimate of the City was 
reasonable. 
 

Sec. 2-826.  Formal Bidding Procedures. 
 
For those projects requiring formal bidding under Section 2-822(c), the following 
procedures shall be used: 
 

(a) Publication. A notice shall be published, at least once, fourteen (14) calendar 
days before the date of opening the bids in a newspaper of general circulation 
printed and published in the jurisdiction of the City. The notice inviting formal bids 
shall also be mailed to all construction trade journals specified by the California 
Uniform Construction Cost Accounting Commission as appropriate for the area. 
The notice shall be mailed at least thirty (30) calendar days before the date of 
opening the bids. The notice inviting formal bids shall state the time and place for 
the receiving and opening of sealed bids and distinctly describe the project. In 
addition to notice required by this section, the City may give such other notice as 
it deems proper. 
 

(b) Bidder's Security/Failure to Sign Contract. Bidder's security shall be prescribed in 
the notice inviting bids in an amount equal to ten (10%) percent of the amount 
bid. Bidder's security shall be either a cash deposit with the City, a cashier's or 
certified check payable to the City, or a bidder's bond. Unsuccessful bidders shall 
be entitled to the return of bid security within sixty (60) days of the date of the 
award. However, the lowest responsive and responsible bidder shall forfeit all or 
part of his/her bid security, as may be determined by the City Council, upon the 
bidder's refusal or failure to execute the contract within ten (10) days after the 
date of the award of the contract. On the refusal or failure of the lowest 
responsive and responsible bidder to execute the contract, the City Council may 
award the contract to the next lowest responsive and responsible bidder. All bids 
must be signed by person authorized to bind company to bid terms. 

 
(c) Bid opening Procedure. Sealed bids shall be submitted to the Office of the City 

Clerk and shall be identified as to bidder, project, and "Bid" on the envelope. Bids 
shall be opened by the City Clerk's staff in public at the time and place stated in 
the notice inviting bids. A written record and tabulation shall be made at that time 
of all bids received, and shall be open for public inspection during regular 
business hours for a period of one year after the bid opening. The project 
manager shall make an analysis of the bids for compliance with bid specifications 
and, thereafter, make a recommendation for award or rejection. 

 
(d) Award of Contracts/Minor Irregularities. Contracts shall be awarded by the City 
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Council to the lowest responsive and responsible bidder whose bid fulfills the 
purpose intended, according to criteria designated in the solicitation, and 
provided the award amount is within the unencumbered appropriation for that 
item. The City Council may waive minor bid irregularities. 

 
(e) Change Orders. A "Change Order" shall be used to modify the contract 

documents regarding contract price, schedule of payments, completion date, 
plans and specifications, and for unit price overruns and under runs, as specified 
in the Contract. Work description and justification must relate to the original 
project and must be work necessary to achieve original scope of project. After a 
determination that costs are merited by developments in a specific project, the 
City Manager is authorized to issue Contract Amendments or Change Orders up 
to the contract contingency approved by the City Council as awarded for the 
individual contract as follows: 

 
(1) City Manager may approve accumulative Project Change Orders up to the 

contingency established and approved by City Council for each individual 
contract. 
 

(2) Any single Change Order exceeding Fifty Thousand and no/100ths 
($50,000.00) Dollars must be approved by City Council prior to 
commencing with the work. In urgency situations where stopping the work 
will result in severe repair or replacement delays and subject the City to 
excessive additional costs due to the delay in the project, City Manager 
may approve such Change Order and shall give notice to the City Council 
at the next City Council meeting. 

 
(f) Tie Bids. If two or more bids received are for the same total amount or unit price, 

quality and service being equal, and if the public interest will not permit the delay 
or re-advertising for bids, the City Council may accept either bid. 
 

(g) Performance/Labor/materials Bonds. A labor and materials bond, plus a 
performance bond shall be required, from an acceptable surety, in such amounts 
and in such a form as the City finds reasonably necessary to protect the public 
interest. 

 
(h) No Bids, if no bids are received, the project may be performed by City employees 

by force account, or by informal bidding procedures without further complying 
with this subdivision. 

 
Sec. 2-827.  Rejection of bids. 
 

(a) In its discretion, the City Council may reject any bids presented. If after the first 
invitation for bids all bids are rejected, the City shall state the reasons for the 
rejection, and after reevaluating its cost estimates of the project, the City shall 
have the option of either of the following: 
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(1) Abandoning the project or re-advertising for bids in the manner described by 

this subdivision. 
 

(2) By passage of a resolution by a four-fifths (4/5) vote of the City Council 
declaring that the project can be performed more economically by City 
employees, may have the project done by force account without further 
complying with this subdivision. 

 
Sec. 2-828.  Emergencies; procedure. 
 
In cases of great emergency as determined by the City Council, including, but not 
limited to, states of emergency defined in Section 8558 of the Government Code, when 
repair or replacements are necessary to permit the continued conduct of the operation 
of services of the City, or to avoid danger to life or property, the City Council, by majority 
vote, may proceed at once to replace or repair any public facility without adopting plans, 
specification, or working details, or give notice for bids to let a contracts. The work may 
be done by City forces, by contract, or by a combination of the two (2). The City Council 
delegates to the City Manager, the authority to declare a public emergency subject to 
confirmation by the City Council by a four-fifths (4/5) vote, at its next meeting. 
 
Sec. 2-829.  Staging of public works. 
 
Public Works contracts shall not be knowingly staged or separated into smaller units or 
segments solely for the purpose of evading the competitive bidding requirements of this 
Division. 
 
Sec. 2-830.  Bid protests. 
 
Any interested party may file a protest regarding the procurement decisions authorized 
under this Division. 
 

(a) Notice of Decision. After a decision regarding a procurement having a value over 
Thirty Thousand and no/100ths ($30,000.00) Dollars has been made, the 
Department Head or designee shall notify all persons who submitted a response 
to a City solicitation of intended award. If a bidder is rejected because the bid is 
found non-responsive or because the bidder is deemed not-responsible, the City 
will give written notice to said bidder of evidence reflecting such decision. 
 

(b) Time to File Protest. All protests must be filed in writing and received by the 
Department Head within five (5) business days of the date on the notice of 
intended award. 

 
(c) Form of Protest. All protests shall be in writing, state the grounds for the protest, 

state the facts relevant to the protest, and all evidentiary support to rebut adverse 
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evidence that it or another bidder was either non-responsive or not responsible. 
All protests have to be filed in accordance with the instructions contained in the 
solicitation which is the subject of the protest. 

 
(d) City Manager Review. The City Manager or designee shall review the protest and 

issue a written decision on the protest. The City Manager or designee may base 
the decision on the written protest alone or may informally gather evidence from 
the person(s) filing the protest or any other person having relevant information. 
For procurements having a value of One Hundred Twenty-five Thousand and 
no/100ths ($125,000.00) Dollars or less, the City Manager's or designee's 
decision shall be final. 

 
(e) Hearing on Protest. If a bid was rejected on the grounds that the bidder was not a 

"responsible" bidder, the protesting party must submit materials set forth in 
subdivision (c) above for consideration. A hearing will be set within a reasonable 
time to provide a decision before final approval of the selected low bid. For 
procurements having a value of One Hundred Twenty-five Thousand and 
no/100ths ($125,000.00) Dollars or less, the City Manager's or designee's 
decision shall be final. 

 
(f) Appeal of City Manager's Decision to City Council. For procurements having a 

value exceeding One Hundred Twenty-five Thousand and no/100ths 
($125,000.00) Dollars, an appeal of the City Manager's decision may be filed with 
the City Council. All such appeals must be in writing, and shall be filed with the 
City Clerk within five (5) business days from the date of the City Manager's 
decision. 

 
(g) Failure to Timely Appeal. An interested party who fails to file a protest within the 

times set forth in this section waives any right to protest the issue further. No 
appeal to either the City Manager or City Council of any decision to award a bid 
under this Division may occur once the contract has been awarded. 

 
Sec. 2-831 – 2-839.  [Reserved – No Text]. 
 
SUBDIVISION IV.   PROFESSIONAL, MANAGEMENT, GENERAL OR SPECIAL 
SERVICES. 
 
Sec. 2-840.  Award of professional, management, general or special services 
contracts based upon competence. 
 
Factors to Consider. In contracting for professional services listed in Government Code 
Section 4526, selection shall be based on demonstrated competence and on 
professional qualifications necessary for the satisfactory performance of the services 
and solicited through a Request for Qualification process. In contracting for professional 
services (other than those professions listed in Government Code Section 4526), 
management, general or special services contracts should only be awarded to firms or 
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persons who have demonstrated "adequate competence" meaning: an adequate level 
of experience, competence, training, credentials, character, integrity, reputation, 
financial responsibility, resources, equipment, staffing, and other professional 
qualifications necessary for more than a satisfactory performance of the services 
required in the time period needed and price. The cost of the service may be 
considered, however, the lowest cost may not be the sole factor in deciding which firm 
or who shall be awarded the contract. It may be in the City's best interest to award the 
contract to a higher priced contractor based on the scope of services, availability, 
unique skills, staffing levels, timing, prior experience, familiarity with the City and other 
factors required by the department. The information needed for determining that level of 
competence, other qualifications, and the procedure for selecting such services shall be 
determined by the City department responsible for recommending the service contract. 
 

(a) Request for Proposal/Qualifications. The acquiring of services shall be procured 
through negotiated contract following a Request for Proposal/ Qualifications 
process. Contracting for services is decentralized and shall be the responsibility 
of the Department Head requesting the service. The Purchasing Agent may be 
contacted to assist in the formal Request for Proposal/Qualification (RFP/Q) 
process. 
 

(b) Contracts, not within (a) above, for an amount less than Two Thousand Five 
Hundred and no/100ths ($2,500.00) Dollars. A Department Head may award 
contracts up to Two Thousand Five Hundred and no/100ths ($2,500.00) Dollars 
with qualified consultants/firms. 

 
(c) Contracts for an amount exceeding Two Thousand Five Hundred and no/100ths 

($2,500.00) Dollars but not more than Twenty-five Thousand and no/100ths 
($25,000.00) Dollars. The requesting department shall meet the following 
requirement unless an urgency exists pursuant to Section 2-804 above: 

 
(1) Selection Process. Prepare an informal written document and contact as 

many companies as necessary to receive a minimum of three (3) written 
responses from consultants/firms. This requirement may be waived for good 
cause in writing by the Department Head and Purchasing Agent in 
consultation with one another. 
 

(2) Award. The Department Head shall prepare a written recommendation to the 
Purchasing Officer for the firm or person to be awarded the contract. The 
Purchasing Officer shalt award the contract. 

 
(3) Contract Document. A written contract must be established and the City 

Manager or designee must sign/approve any service contract in an amount 
exceeding Two Thousand Five Hundred and no/100ths ($2,500.00) Dollars 
but not more than Twenty-five Thousand and no/100ths ($25,000.00) 
Dollars. 
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(d) Contracts for an amount exceeding Twenty-five Thousand and no/100ths 
($25,000.00) Dollars and over. Departments shall utilize a Sealed Request for 
Proposal process essentially meeting the following requirements unless an 
urgency exists pursuant in Section 2-804 above: 
 
(1) Request for Proposal/Qualification (RFP/Q) solicitation process. A formal 

Sealed Request for Proposal/Qualification (herein "RFP/Q") document shall 
be developed for solicitation of professional, management, or general and 
special services contracts for an amount exceeding Twenty-five Thousand 
and no/100ths ($25,000.00) Dollars. 
 

(2) Advertisement. The department shall advertise in appropriate publications 
and/or use the Professional Services Listings, as available, and post on the 
City's purchasing website, during the solicitation process. 

 
(3) Ten (10) Day Notice. Notice inviting RFP/Q's shall be posted at City Hall at 

least ten (10) calendar days before the due date of submission of the 
RFP/Q. 

 
(4) Notice Contents. The notice shall include a description of general type of 

service needed, how the RFP/Q minimum Scope of Work can be obtained, 
any pre-proposal conferences anticipated, the requirement of a written 
sealed proposal, state the closing date, and place and time for submission of 
the RFP/Q. 

 
(5) Solicitation Procedure. Sealed Request for Proposals/Qualifications should 

be submitted to, the department. RFP/Q's need not be opened publicly. All 
proposals shall be analyzed by the department for compliance with RFP/Q 
requirements, value of the total scope of services. Follow-up interviews of 
the most qualified of those submitting a proposal should be held. 

 
(6) Award. Professional, Management, General, and Special Services contracts 

of an amount exceeding Twenty-five Thousand and no/100ths ($25,000.00) 
Dollars shall be awarded by City Council. 

 
(7) Contract Amendments. The City Manager is authorized to issue Contract 

Amendments as set forth: 
 

   (i)   If the contract was originally executed for an amount of Twenty-five 
Thousand and no/100ths ($25,000.00) Dollars or less, the City Manager 
shall have the authority to issue Contract Amendments, provided that the 
sum of all amendments, plus original contract amount, shall not exceed 
Twenty-five Thousand and no/100ths ($25,000.00) Dollars. If the amended 
contract will exceed Twenty-five Thousand and no/100ths ($25,000.00) 
Dollars, the City Council shall make a finding that it is in the best interest of 
the City to waive the normal selection process and approve the amendment 
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to the contract. 
 

(ii)   For a contract originally executed for an amount of Twenty-five 
Thousand and no/100ths ($25,000.00) Dollars and over and originally 
approved by City Council, the City Manager shall have authority to issue 
contract amendments, provided that the sum of all contract amendments for 
any single contract shall not exceed the amount approved by City Council. If 
the amended contract will exceed the amount previously approved by City 
Council, the contract amendment must be approved by City Council. 

 
(8) Master Professional Services Contracts. For those professional services as 

defined in Government Code Section 4526, master single or multi-year 
contracts with several consultants with a general scope of work may be set 
up for a total not-to-exceed dollar amount as approved by City Council. 

 
   (i)   A formal Request for Qualification process shall be used in accordance 
with Municipal Code Section 2-840(d) and awarded based on qualifications 
plus reasonableness of cost. 
 
   (ii)   Task Orders shall be issued pursuant to the Master Contract with a 
specific scope of work and the City Manager shall have authority to execute 
such Task Order for individual projects for Twenty-five Thousand and 
no/100ths ($25,000.00) Dollars or less. 
 
   (iii)   Any Task Orders in an amount exceeding Twenty-five Thousand and 
no/100ths ($25,000.00) Dollars will require City Council's approval pursuant 
to the terms of the Master Contract. 

 
Sec. 2-841 – 2-849.  [Reserved – No Text]. 
 
SUBDIVISION V.   MISCELLANEOUS. 

 
Sec. 2-850. Waiving of purchasing procedures. 
 
In its discretion, the City Council may at any time, without amending this Division, waive 
the purchasing procedures or alter these proceedings to fit a specific purchase or 
contract, when such waiver is not in violation of state or federal law. A request for 
waiver should occur only when unforeseen circumstances arise that justify an exception 
to following the provisions of this Division and is in the best interest of the City. 
 
Sec. 2-851. Ethics and Accountability. 

(a) The Purchasing Officer, the Purchasing Agent and all departments of the City 
shall adhere to the procedures and policies set forth under this Division and any 
supplemental polices approved by resolution when procuring materials, supplies, 
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equipment, vehicles and services. All purchases shall be limited to the approved 
budget or as otherwise authorized by City Council. Purchasing dollar limits 
specified in this Division are “per order” unless otherwise indicated.  
 

(b) Applicable competitive bidding categories, authorization limits or contract award 
procedures will be based on unit cost, total purchase cost for consolidated bid 
items, or fiscal year aggregates in the case of standing purchase orders or 
similar ongoing purchasing arrangements. Staging of purchases to avoid 
competitive bidding procedures or authorization limits is prohibited.  

 
(c) All personnel engaged in the Purchasing function shall exercise good judgment 

in the use and stewardship of City resources, and all Purchasing functions shall 
be conducted with absolute integrity and objectivity. Purchases are subject to 
public scrutiny; employees shall follow a strict rule of personal conduct that will 
not compromise the City in the conduct of its business. Any employee 
intentionally and/or repeatedly making purchases in a manner that circumvents, 
ignores or fails to comply with Purchasing policies will be subject to disciplinary 
action, in accordance with City Personnel procedures.  

 
(d) No employee, elected or appointed official of the City shall be financially 

interested in any contract made by them in their official capacity, or by any body 
or board of which they are members (See: California Government Code Section 
1090, et seq.) or violative of the conflict of interest provisions of the city and/or 
the Political Reform Act (See: California Government Code Section 87100, et 
seq.). 

 
Sec. 2-852.  Disposal of Surplus Property.  
 

(a) The Purchasing Agent is authorized to exchange, trade-in, sell and dispose of 
surplus personal property of the City having salvage value in the open market, by 
public auction, by competitive sealed bids or by exchange or trade in for new 
goods. The sale or lease of surplus personal property to a governmental, public 
or quasi-public agency may be without advertisement for or receipt of bids. 
Employees are not eligible to receive or purchase surplus property, however, 
employees may receive personalized items, and receive or purchase at market 
value items considered to be memorial or commemorative in nature, subject to 
City Manager approval. 
 

(b) Surplus personal property with no salvage value, as determined by the 
Purchasing Agent, shall be disposed of in a manner that salvages recyclable 
components, if practical.  

 
Sec. 2-853.  Unclaimed, Seized or Abandoned Property 
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(a) The Purchasing Agent authorized to sell or dispose of all goods in the 
possession or custody of the San Fernando Police Department which are 
unclaimed, seized and/or abandoned and may be legally disposed of by the City.  
 

(b) With respect to unclaimed property referenced under Section 50-1 (Disposition of 
Unclaimed Property by police department) of Article I (In General) of Chapter 50 
(Offense and Miscellaneous Provisions), the Purchasing Agent in coordination 
with the Chief of Police shall issue notice of any sale of such unclaimed property 
at least five (5) days before the time fixed therefor by publication once in a 
newspaper of general circulation published in the County of Los Angeles. The 
notice shall contain a general description of the items to be sold and the time and 
place of the auction. Any unclaimed property which has not been sold or which is 
in a dilapidated or deteriorated condition may be summarily destroyed by the 
police department after the public auction sale. 

Sec. 2-854.  Reporting. 

The Purchasing Agent shall provide regular reports to the City Council indicating surplus 
personal property disposed of, the method of disposal, and the amounts received from 
disposal, and shall maintain records for public inspection relative to the disposal of 
surplus personal property for a period of time in compliance with State law and the 
City’s records retention schedule. Annual reports shall be provided to City Council 
accordingly.  

Sect. 2-855. Donations of Surplus Property.   
 
Upon approval in advance in writing by the Purchasing Agent, surplus personal property 
may be donated to governmental, public or quasi-public agencies, charitable or non-
profit organizations on a first-come first-served basis to be utilized for non-profit 
purposes.  

Sec. 2-856 – 2-865.  [Reserved – No Text]. 
 

03/07/16 CC Meeting Agenda Page 108 of 145



03/07/16 CC Meeting Agenda Page 109 of 145



This Page  

Intentionally  

Left Blank 

03/07/16 CC Meeting Agenda Page 110 of 145



 
 
 
 
 
 

 

AGENDA REPORT

PUBLIC WORKS DEPARTMENT                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐1222                 WWW.SFCITY.ORG

To:  Mayor Joel Fajardo and Councilmembers 
   
From:    Brian Saeki, City Manager 
  By:  Chris Marcarello, Deputy City Manager/Public Works Director 
     
Date:    March 8, 2016 
 
Subject:  Consideration of Brand Boulevard Median Project Tree Replacement 
 
 
RECOMMENDATION: 
 
It  is  recommended  that  the City Council provide direction whether  to  replace six  (6) Mexican 
Fan  Palm  (Palm)  trees on Brand Boulevard  or  utilize  replacement  funds  for  community  tree 
planting in conjunction with upcoming street resurfacing projects. 
 
BACKGROUND: 
 
As part of the City’s Fiscal Year 2015‐16 Budget, the City Council approved a project to enhance 
landscaped  medians  along  Brand  Boulevard,  which  consists  of  installing  drought  tolerant 
landscaping  and  low‐flow  drip  irrigation  components  that  minimize  water  usage.    These 
improvements  will  help  to  enhance  a  major  entry  point  into  the  City,  reduce  landscape 
maintenance  frequencies by at  least 50%, and save approximately 1,000,000 gallons of water 
per year.  Additionally, eighteen (18) new trees have been planted as part of the project in the 
landscaping planters.   
 
Unfortunately,  during  the  demolition  phase  of  the  project,  there  was  a miscommunication 
between  the  City,  contract  landscape  architect,  and  contractor  regarding  what  mature 
landscaping  was  to  stay.   The  result  of  that miscommunication  was  the  removal  of  six  (6) 
Mexican Fan Palm trees.  The City’s contract landscape architect provided the City with a letter 
(Attachment “A”), explaining the miscommunication related to this project and offered to pay 
for replacing the Palm trees.   The total replacement value  is approximately $7,500.   Recently, 
the possibility of utilizing these  funds  for other community tree planting work was discussed.  
The Council is requested to provide further direction related to the use of these monies. 
 
At the City Council’s February 1, 2016 meeting, the issue was reviewed.  As part of the review, 
the  City  Council  requested  a  list  of  possible  tree  planting  locations  in  the  community.    This 
information is summarized for the City Council’s consideration. 
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ANALYSIS: 
 
In  conjunction  with  the  City’s  water  conservation  efforts,  several  City‐owned  facilities/ 
landscaped areas were  identified as prime  locations to help reduce  local water usage.   These 
locations  include  parks,  street  medians,  landscape  planters  near  streets,  and  landscaping 
adjacent  to City  facilities.  In December  2014,  the City Council  approved  conceptual plans  to 
renovate  landscaped street medians on Brand Boulevard, from the City’s entry point south of 
O’Melveny  Street  to  San  Fernando Road.    This  location was  selected  as  an  ideal  location  to 
initiate landscaping improvements due to its high water usage and visibility as a primary entry 
point into the City. 
 
Tree Replacement 
During the demolition phase of the project, there was a miscommunication between the City, 
contract  landscape  architect,  and  contractor  regarding  what  mature  landscaping  was  to 
stay.  The  result of  that miscommunication was  the  removal of  six  (6) Palm  trees.  The City’s 
contract  landscape architect provided the City with a  letter explaining the miscommunication 
related to this project and offered to pay for replacing the Palm trees.   The total replacement 
value is approximately $7,500.   
 
Recently,  the possibility of utilizing  these  funds  for other  community  tree planting work was 
discussed.  The following two (2) options are presented for the Council’s consideration: 
 
1. Plant New Mexican Fan Palm Trees 

If the City Council decided to pursue the palm tree replacement, six (6) new trees would be 
integrated  into  landscaping  area  on  the  Brand  Boulevard median.    The  existing  planting 
layout was designed to accommodate these trees.    If the trees are not planted, additional 
plant materials  can  be  installed  in  these  locations.    As  recommended  by  the  landscape 
architect, the replacement palm tree height would be roughly twenty (20) feet.  This height 
is  recommended  in order  to  allow  the  tree’s  roots  to establish  and ensure  the  safety of 
passing motorists  in the area.   A photo of the sample replacement trees  is  included below 
as a reference. 
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2. Utilize Replacement Funds for Other Community Tree Planting Projects 
If  the City Council decided  to  forgo  the  tree  replacement,  funds  could be used  for other 
community  tree  planting  improvements.  Based  on  a  street  tree  installation  cost  of 
approximately  $250  per  tree,  it  is  estimated  that  the  installation  of  30  trees would  cost 
$7,500. As proposed, tree planting would take place in conjunction with the City’s upcoming 
street rehabilitation program. 

 

 Phillippi Street – Harding Avenue to End of Cul‐de‐Sac 
Many of  the existing  trees have damaged concrete sidewalks, curb and gutter.   These 
impacts  have  significantly  impacted  drainage  along  this  street  and  uplifted  sidewalk, 
curb,  and  gutter.    As  proposed,  new  Raywood  Ash  trees would  be  used  to  replace 
existing problem trees and fill tree vacancies in parkway areas.  Prior to completing any 
tree  planting/replacement,  residents will  be  surveyed  at  each  location  and  given  the 
option of keeping their existing tree, planting a new tree, or not planting a tree. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 Eighth Street – Maclay Avenue to West City Limit 
There are several vacancies  in the existing parkway along Eighth Street.   As proposed, 
new Crape Myrtle trees would be used to fill tree vacancies  in parkway areas.   Prior to 
completing any  tree planting/replacement, residents will be surveyed at each  location 
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and given the option of keeping their existing tree, planting a new tree, or not planting a 
tree. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
BUDGET IMPACT: 
 
This action will result  in the expenditure of no additional City funds.   This work will be funded 
through monies  provided  by  a  City  contractor  to  compensate  for  the mistaken  removal  of 
existing trees. 
 
 
CONCLUSION: 
 
It  is  requested  that  the  City  Council  review  and  provide  further  direction  related  to  the 
replacement of six (6) palm trees or the use of replacement funds for community tree planting 
in conjunction with upcoming street resurfacing projects. 
 
 
ATTACHMENT: 
 
A. Letter from Landscape Architect 
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AGENDA REPORT

CITY COUNCIL                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐1201                 WWW.SFCITY.ORG

To:  Mayor Joel Fajardo and Councilmembers 
   
From:    Councilmember Jaime Soto 
     
Date:    March 7, 2016 
 
Subject:  Appointment to the Planning and Preservation Commission 

RECOMMENDATION: 
 
I  recommend  that  Alvaro  Castellon  be  appointed  as my  representative  to  the  Planning  and 
Preservation Commission. 
 
 
BUDGET IMPACT: 
 
None   
 
 
ATTACHMENT: 
 
A.  A. Castellon Bio Statement 
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Biographical Statement 

Alvaro Castellon 

My name is Alvaro Castellon, a resident of the City of San Fernando. For the greater part                 
of my life I have been committed to working with people in diverse and challenging               
environments both here and abroad. I am a Veteran of the United States Marine Corps,               
where I was deployed in Operation Restore Hope, Operation Southern Watch, and            
Operation Vigilant Warrior that included deployments in Somalia and several countries           
throughout the Middle East. I consider myself a strong individual with a distinguished             
background in public service with a track record of serving both under General Issue              
(G.I.) in defense of our nation and in Civil Service (CS) for the City of San Fernando. I                  
am also recognized as a decorated former Veteran within the San Fernando Police             
Department where I received recognitions for leadership such as Police Officer of the             
Quarter, Police Sergeant of the Quarter, and recognition for scholarly achievement by the             
Prestigious National Criminal Justice Honor Society (Alpha Phi Sigma). I feel truly            
privileged for having established a remarkable career as a full-time sworn San Fernando             
Police Officer where I served along with fellow officers in keeping the Community and              
City of San Fernando safe. 

In addition I have experience working with government and community boards within the             
City of San Fernando. While employed as a San Fernando Police Sergeant, I             
spearheaded the effort as Director of the Neighborhood Watch Program to restore and             
rebuild impaired community partnerships between the police department and the          
community. Other community experience includes service as the Staff Liaison in the City             
of San Fernando Public Safety, Veterans Affairs, and the Technology and Transportation            
Standing Committee (PVTT). While on the PVTT Standing Committee I was provided            
with comprehensive knowledge in project management and planning by standing          
committee members that included Council Members Sylvia Ballin and Antonio Lopez.  

My education has always been important to me and a great asset in my career and                
profession as a law enforcement official. I currently hold several advanced degrees            
including a Bachelor’s Degree in Business Management and a Master’s Degree in            
Criminal Justice. I have also been employed as a Criminal Justice College Instructor             
while being employed as a Director of Security for an international firm. I am proud to                
live in the City of San Fernando and look forward to this new challenge of serving the                 
city and the residents of San Fernando as a Planning Commissioner.  

Respectfully, 
Alvaro Castellon 

ATTACHMENT "A"
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AGENDA REPORT

ADMINISTRATION DEPARTMENT                117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐1202           WWW.SFCITY.ORG

To:  Mayor Joel Fajardo and Councilmembers 

From:    Brian Saeki, City Manager 

Date:    March 7, 2016 

Subject:  Consideration  of  a  Student  Internship  Program  Policy  and  other  Related 
Programs 

RECOMMENDATION: 

It  is  recommended  that  the  City  Council  approve  the  Student  Internship  Program  Policy 
(Attachment “A”). 

BACKGROUND: 

Mayor Fajardo has requested that staff prepare a Student Internship Program for the City; one 
that  would  be  able  to  expose  students  to  the  public  sector,  specifically  the  City  of  San 
Fernando, and allow them to work on a variety of programs and projects.  Over the last several 
months, staff has been drafting a comprehensive policy that  is  in compliance with all existing 
Federal, State, and local requirements related to interns working for the City. 

ANALYSIS: 

The City is dedicated to preparing the next generation of community leaders and public servants 
through  a  Student  Internship  Program  that  offers  on‐the‐job  training,  as  well  as  integrates 
education, career development and public service. The proposed program will provide exceptional 
high  school  seniors, undergraduate and graduate college  students, who are  interested  in public 
administration  and/or  public  service, with  the  unique  opportunity  to  gain  hands‐on,  practical 
experience in local government operations by working side‐by‐side with professional City staff.  

Purpose/Program Guidelines 
The  Student  Internship Program  is  intended  to provide  students with  the opportunity  to  apply 
academia with their knowledge and skills, to real‐world situations.    It offers them the chance to 
work in an applied setting of their choice under the supervision of professional City staff, who will 
also  train and evaluate  them.    Internships can also be part of an educational program  in which 
students can earn academic credits from their school/college.   

03/07/16 CC Meeting Agenda Page 123 of 145



Consideration of a Student Internship Program Policy and other Related Programs 
Page 2 of 3 
 
 

Eligibility Requirements  
In order to apply for unpaid internship with the City, students must: 

 Be at least 16 years of age. 

 Attend an accredited educational  institution,  including but not  limited  to: high school,  trade 
school,  technical  or  vocational  institute,  college,  university,  or  graduate  school.    A  recent 
graduate is ineligible to apply unless he/she can provide confirmed proof of future enrollment. 

 Be at least a high school senior. 

 Have  written  permission  from  the  institution  at  which  he/she  is  currently  enrolled  to 
participate in internship program, if applicable. 

 Be enrolled not  less than half time  in a course of study related to the work to be performed 
(e.g., six credits per semester for undergraduates). 

 Have a minimum GPA of 3.0 on a 4.0 GPA scale.   

 Have a valid California ID Card. 

 Be  a U.S. Citizen,  lawful permanent  resident, or have  the  legal  right  to work  in  the United 
States.  

 Demonstrate a strong interest in City government, public service, as well as a commitment to 
excellence.  Preference will be given to residents of the City of San Fernando. 

 
The U.S. Department  of  Labor  and  the California Department  of  Labor  Standards  Enforcement 
require that all parties meet the following criteria: 
 
1. Interns cannot displace regular employees. 
2. Interns are not guaranteed a job at the end of their internship. 
3. The City and the  interns understand that the  interns, at this time, are not entitled to wages 

during the internship period. 
4. Interns must receive training from the City while they’re hired on, even if it somewhat impedes 

on the work of the organization. 
5. Interns must get hands‐on experience with equipment and processes used in the area/division 

where they’re assigned. 
6. Interns’ training must primarily benefit them, and not the City. 
 
How To Apply 
Students must submit the following five documents before being considered for an interview: 

 A completed City Employment Application form; 

 An up‐to‐date resume;   

 Evidence of current enrollment in school and grade report/transcript; 

 Written permission from their school to participate in internship program; and 

 A cover letter, stating which particular offices/departments interest them. 
 
Applicants will be required to submit original copies of all five documents to the Personnel Office, 
making sure to specify exactly what term (Fall/Winter, Spring or Summer) they’re applying for. 
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Supervision 
An  intern will have a designated site supervisor who  is responsible for providing orientation and 
supervision.  This will be someone who will be available to the student on a regular basis, and who 
possesses expertise in the area in which the intern will work.  Ongoing supervision of the student 
intern is the key to the success of the internship.  The supervisor will serve as a teacher, mentor, 
critic, and boss. 
 
The department will establish goals and objectives with respect to the program, and clarify them 
to the  intern before they start work.   The supervisor  is responsible for overseeing and assigning 
the Student  Intern work, and monitors the  intern’s time, as well as submits an  intern evaluation 
form provided by the intern’s school for those receiving academic credit.  The supervisor will also 
provide the student with a letter of recommendation at the end of the program as needed. 

 
Intern Rights 
As part of this proposed policy, the City will extend worker’s compensation coverage to volunteers 
including  interns.   Unpaid  interns  have  the  same  legal  rights  as  City  employees  in  regards  to 
protection against discrimination and harassment.  However, interns do not have the same rights 
as City employees in the realms of unemployment compensation or termination procedures. 
 
 
BUDGET IMPACT: 

The City’s Internships are unpaid positions, and are offered to students as volunteers or for 
academic credit.  Therefore, there will be no impact to the budget.  
 
 
ATTACHMENT: 

A. Student Internship Program Policy 
B. Student Internship Program Hiring Process 
C. Student Internship Program Proposal Form 
D. Student Internship Program Guidelines/Conduct 
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POLICY/PROCEDURE	

SUBJECT  ISSUANCE 

STUDENT INTERNSHIP PROGRAM 

ORIGINAL DATE 

MARCH 7, 2016 

EFFECTIVE 

MARCH 7, 2016 
CURRENT DATE  EFFECTIVE 

CATEGORY  POLICY NO.  SUPERSEDES 

PERSONNEL    DECEMBER 4, 1992 

MANAGEMENT POLICY/PROCEDURES 

SECTION I. POLICY STATEMENT 
 
The  City  of  San  Fernando  is  dedicated  to  preparing  the  next  generation  of  community  leaders  and  public 
servants through a Student Internship Program that offers on‐the‐job training, as well as integrates education, 
career development and public service.  The program provides exceptional high school seniors, undergraduate 
and  graduate  college  students, who  are  interested  in public  administration  and/or public  service, with  the 
unique opportunity to gain hands‐on, practical experience in local government operations by working side‐by‐
side with professional City staff.  
 
The City’s Internships are unpaid positions, and are offered to students as volunteers or for academic credit.  
The City believes that  interning  in a field of choice will stand out on a student’s resume, and will help foster 
professional development, and prepare the student for a future career path in public service. 

SECTION II. PURPOSE/PROGRAM GUIDELINES 
 
An  internship  is  intended to provide students with the opportunity to apply academia, their knowledge and 
skills, to real‐world situations.  It offers them the chance to work in an applied setting of their choice under the 
supervision of professional City staff, who will also train and evaluate them.  Internships can also be part of an 
educational program in which students can earn academic credits from their school/college.   
 
The U.S. Department of Labor and the California Department of Labor Standards Enforcement require that all 
parties meet the following criteria: 
 
1. Interns cannot displace regular employees. 
2. Interns are not guaranteed a job at the end of their internship. 
3. The City and  the  interns understand  that  the  interns, at  this  time, are not entitled  to wages during  the 

internship period. 
4. Interns must  receive  training  from  the City while  they’re hired on, even  if  it somewhat  impedes on  the 

work of the organization. 
5. Interns must  get  hands‐on  experience with  equipment  and  processes  used  in  the  area/division where 

they’re assigned. 
6. Interns’ training must primarily benefit them, and not the City. 

ATTACHMENT “A” 
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SECTION III. ELIGIBILITY REQUIREMENTS 
 
In order to apply for unpaid internship with the City, students must: 
 

 Be at least 16 years of age. 

 Attend  an  accredited  educational  institution,  including  but  not  limited  to:  high  school,  trade  school, 
technical or vocational institute, college, university, or graduate school.  A recent graduate is ineligible to 
apply unless he/she can provide confirmed proof of future enrollment. 

 Be at least a high school senior. 

 Have  written  permission  from  the  institution  at  which  he/she  is  currently  enrolled  to  participate  in 
internship program, if applicable. 

 Be enrolled not less than half time in a course of study related to the work to be performed (e.g., six credits 
per semester for undergraduates). 

 Have a minimum GPA of 3.0 on a 4.0 GPA scale.   

 Have a valid California ID Card. 

 Be a U.S. Citizen, lawful permanent resident, or have the legal right to work in the United States.  

 Demonstrate a strong interest in City government, public service, as well as a commitment to excellence.  
Preference will be given to residents of the City of San Fernando 

SECTION IV. HOW TO APPLY 
 
Students must submit the following five documents before being considered for an interview: 
 

 A completed copy of the City job application form; 

 An up‐to‐date resume;   

 Evidence of current enrollment in school and grade report/transcript; 

 A written permission from their school to participate in internship program; and 

 A cover letter, stating which particular offices/departments interest them. 
 
Applicants should submit original copies of all five documents to the Personnel Office, City Hall, 117 Macneil 
Street, San Fernando, CA 91340, making  sure  to specify exactly what  term  (Fall/Winter, Spring or Summer) 
they’re applying for 

SECTION V. INTERNSHIP SCHEDULE/TIMELINE 
 
Unpaid  internships will be offered during  the  fall/winter, spring, and summer, and departments should  first 
determine if an intern is right for them, and the best time to hire one using the table below. 
 

Fall/Winter Internship 

Applications Accepted:  June 1st – 30th  

Start Date:  First Week of September  

End Date:  Last Week of December 
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Spring Internship 

Applications Accepted:  November 1st – 30th   

Start Date:  First Week of February 

End Date:  Last Week of May 

Summer Internship 

Applications Accepted:  April 1st – 30th  

Start Date:  First Week of July 

End Date:  Last Week of August 

 
Please note that the internship start and end dates above are approximate.  Based on a student’s availability 
and school schedule, internships can begin or end before or after the dates indicated above. 
 
Interns usually work 15 to 20 hours per week during the fall and spring terms and full‐time during the summer 
session.   While these time frames work best for most students, all scheduling,  including start/end dates and 
hours per week, are flexible, and negotiated between the candidate and the department during the interview 
stage of the selection process.   Generally, applicants should be able to work a minimum of 15‐20 hours per 
week. 

SECTION VI. HIRING AN INTERN 
 
To  determine  if  an  intern  is  the  right  choice  for  your  department,  you  should  ask  yourself  the  following 
questions: 
 

 Do you have a specific project or assignment that will provide a quality working and learning opportunity 
for an intern? 

 Can  you  commit  time  to  develop  a  student,  promote  community  goodwill,  and  offer  insight  into  your 
department? 

 Can you benefit from the latest technology, perspectives, and relevant skills being used in our schools? 

 Do you want to help mold the future of California’s talent? 
 
If you answered yes to all of these questions, then you are ready to support an  intern!   All departments will 
work with the Internship Coordinator (i.e., the Personnel Manager or his designee) to request a student intern.  
The department head or his designee shall follow the following steps: 
 

 Determine the best time to hire an intern using the above table (Internship Schedule/Timeline). 

 Determine the scope of work or project the intern will be working on.  Complete the Intern Proposal Form 
(Attachment  “B”),  and  attach  a Duty  Statement  for  the  intern position.    Submit  the documents  to  the 
internship coordinator.  

 Prior  to  internship  employment,  the hiring department  shall  interview  the  student,  verify  employment 
eligibility, as well as  identity of the employee hired to work by making sure to complete a reference and 
background check. 
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SECTION VII. INTERNSHIP COORDINATOR 
 

The internship coordinator will: 
 

 Help advertise the department’s recruitment opportunities. 

 Coordinate the recruiting and screening of intern applicants. 

 Assist in the selection of interns. 

 Serve as the contact regarding the department’s internships. 

 Serve as a liaison between intern supervisors and schools/colleges. 

SECTION VIII. ORIENTATION/SUPERVISON 
 
An intern must have a designated site supervisor who is responsible for providing orientation and supervision.  
This should be someone who will be available to the student on a regular basis, and who possesses expertise in 
the area in which the intern will work.  Ongoing supervision of the student intern is the key to the success of 
the internship.  The supervisor serves as a teacher, mentor, critic, and boss. 
 
The department must  establish  goals  and objectives with  respect  to  the program,  and  clarify  them  to  the 
intern before they start work.  Some interns need more guidance than others.   Plan to include the following in 
your orientation: 
 

 Information  about  the  organization:    Include  an  organizational  chart  that  explains  various  roles  and 
responsibilities of employees. 

 Structure: Interns might not be familiar with formal workplace procedures (e.g., attendance policies, break 
times, days off).  Make sure to clarify relevant policies and procedures to interns on their first day. 

 Introductions: Take time  in the beginning of the  internship to  introduce the  intern to the people  in your 
department, and encourage  the  intern  to  seek advice and/or  support  from  their  supervisor and/or  co‐
workers. 

 Student  Intern Guidelines/Conducts: Provide  the  intern with  a  copy of performance  guidelines  labelled 
“Student  Intern  Guidelines/Conducts”  (Attachment  “C”).  Have  the  Student  Intern  sign  the 
acknowledgement  form  indicating  that  they’ve  received  the guidelines, and  return a signed copy  to  the 
Internship Coordinator in the Personnel Office.  

 
An effective method of intern supervision is to have a set time (bi‐weekly is recommended) to meet with the 
intern  to  review progress on projects,  touch base, and provide  feedback.   The  supervisor  is  responsible  for 
overseeing and assigning the Student Intern work, and monitors the intern’s time, as well as submits an intern 
evaluation  form provided by  the  intern’s school  for  those  receiving academic credit.   The supervisor should 
also provide the student with a letter of recommendation at the end of the program as needed. 

SECTION IX. ONGOING TRAINING 
 
Interns,  as  students,  appreciate  any  opportunity  to  learn  new  skills  or  increase  their  knowledge.    The 
department should develop a plan for training the student, and this will help keep the student interested in the 
position, and ready to tackle new challenges.  Ongoing training may include the following: 
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 Skill  development:  There may  be  need  for  training  in  specific  skills  such  as  computer  programs,  office 
equipment, or other tasks directly related to the job. 

 Shadowing: Allow interns to participate in activities and meetings. 
 

Questions: Interns might not know when to speak or how or what to ask.  Assist them in actively learning by 
explaining and clarifying everything.  Suggest and encourage questions at appropriate times. 

SECTION X. INTERN RIGHTS 
 
The City extends worker’s compensation coverage  to volunteers  including  interns.   Unpaid  interns have  the 
same legal rights as City employees in regards to protection against discrimination and harassment.  However, 
interns  do  not  have  the  same  rights  as  City  employees  in  the  realms  of  unemployment  compensation  or 
termination procedures. 

SECTION XI. EVALUATIONS 
 
Evaluation  is  important  to  an  intern’s  development  and  is  an  opportunity  to  identify  strengths  and 
weaknesses.    It  is helpful  if supervisors evaluate  throughout  the entire  internship, not  just at  the end.   The 
evaluation should be planned as a  learning experience, and an opportunity for two‐sided feedback.   Sample 
evaluation forms are available in Personnel and City “E” Drive. 
 
Regularly scheduled evaluations help avoid common problems with internships, including miscommunication, 
misunderstanding of job roles, and lack of specific goals and objectives.  Criteria to consider when evaluating 
an intern include the following: 
 

 Progress towards or accomplishment of learning objectives. 

 Skill development or job knowledge gained over the course of the internship. 

 Overall contribution to the mission of the organization. 

 Dependability, punctuality, attendance. 

 Relations with others; overall attitude. 

 Potential in the field. 
 
The student will also evaluate the  internship experience, which  is  important  in determining the value of the 
work experience for future interns.  Evaluation categories might include the following: 
 

 Was there educational value or merit in the assignment? 

 Did the position live up to its initial description? 

 Was the supervisor receptive to your ideas? 

 Does the experience relate to your major or career goals? 

 Did you receive a proper job orientation? 

 Was the supervisor willing and/or capable of answering questions? 

 Did you develop good work habits? 
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Administration Department  |  117 Macneil Street  |  San Fernando, CA 91340  |  (818) 898‐1202  |  Policy # ADM‐____ (__/2016) |  Page 6 of 6 

POLICY/PROCEDURE:

SECTION XII. INTERNSHIP COMPLETION 
 
An internship should have a clearly stated end date that is identified before the internship begins.  Completing 
a formal evaluation process such as the one described above can help both the site supervisor and the intern 
bring closure to the experience.  A letter of recommendation from the intern supervisor shall be given to the 
intern on the last day of work as needed.  If the student’s school/college requires the completion of a specific 
evaluation form, the supervisor should complete that as needed to help assess the student’s progress and skill 
development.    A  copy  of  the  completed  evaluation  form  and  letter  of  recommendation  should  also  be 
returned to the Internship Coordinator in the Personnel Office. 

SECTION XIII. POLICY IMPLEMENTATION 
 
It shall be the responsibility of each department head to work with the Internship Coordinator to ensure the 
success of the City’s Student Internship Program.  Each department head shall ensure strict adherence to the 
provisions and guidelines stipulated  in this policy, as well as ensure that their designated  intern supervisor  is 
responsive and accountable in helping to attain the set goals and objectives of the internship program.  

SECTION XIV. AUTHORITY 
 
By order of City Council Motion (Item No. __), Policy adopted by the City Council on _______. 
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STUDENT INTERNSHIP PROGRAM – HIRING PROCESS 

STEP WHO DOES WHAT 

1 Department Needs a Student Intern 

2 Department Completes Internship Proposal Form, and Student Intern Duty Statement 

3 Department Submits proposal to the Internship Coordinator 

4 Internship Coordinator 
Composes Internship position flyer for School/College Career Centers and 
City website 

5 Internship Coordinator 
Posts flyer on City website, and Sends to School/College Career Centers to 
post  

6 Internship Coordinator Receives all Student resumes for tracking purposes 

7 Internship Coordinator Distributes resumes to Department 

8 Department Reviews resumes and selects who they will interview 

9 Department Conducts Interviews and Reference/Background Check 

10 Department Chooses student to hire, and offers internship 

11 Department 
Notifies Internship Coordinator of Intern hire, provides student name, start 
and end date 

12 Internship Coordinator 
Closes job announcement on City website, and notifies Schools/Colleges to 
withdraw Advertising. 

13 Student/ Intern 
Will arrange academic credit with School/College (If Student Intern is 
pursuing academic credit) 

14 School/ College 
Will provide a form that the Intern Supervisor must sign, verifying that this 
Student is interning a certain number of hours at the City (If necessary)  

15 Department Supervisor 
Provides Student Intern orientation, and have Intern complete all 
necessary new hire forms 

16 Department Supervisor 
Tracks Student Intern time to submit to Internship Coordinator, and 
School/College  

17 Department Supervisor 
Each will complete an evaluation of the internship, and submit to Internship 
Coordinator (Evaluation forms available in Personnel and City “E” Drive)  

18 Department Supervisor Writes a letter of recommendation for Student Intern at end of internship 

 

ATTACHMENT “B” 
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Administration Department – Personnel Division  |  117 Macneil Street  |  San Fernando, CA 91340  |  (818) 898-1220  |  Form # PER-047.1 (03/2016) |  Page 1 of 1 

STUDENT INTERNSHIP PROGRAM – PROPOSAL FORM 
Departments interested in hiring an intern should complete this form.  

Remit to the Internship Coordinator in the Personnel Division. 

DEPARTMENT INFORMATION 
DEPARTMENT  DIVISION 

SITE SUPERVISOR NAME SITE SUPERVISOR TITLE 

SITE SUPERVISOR PHONE NO. SITE SUPERVISOR EMAIL 

INTERSHIP INFORMATION 

INTERNSHIP JOB TITLE 

NUMBER OF INTERN  
POSITIONS AVAILABLE 
FOR THIS JOB TITLE 

INTERN HOURS PER WEEK REQUESTED START DATE 

DUTY STATEMENT Describe the duties and responsibilities of the proposed internship position. Be as concise and specific as possible as 

the information provided will be used to create a position description that will be used to formulate a recruitment flyer that will be posted on 
the City website and distributed to educational institutions. Students will apply for internship based on this information.  

 

APPROVAL 
SITE SUPERVISOR NAME (PRINT) SITE SUPERVISOR SIGNATURE DATE 

DEPARTMENT HEAD NAME (PRINT) DEPARTMENT HEAD SIGNATURE DATE 

 

ATTACHMENT “C” 
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STUDENT INTERNSHIP PROGRAM – GUIDELINES/CONDUCT 
To be provided to the Intern during orientation. Remit signed copy to the Internship Coordinator in the Personnel Division. 

GUIDELINES 

 
Student interns agree to abide by all City policies, rules and regulations, and the following guidelines: 
 
1. Be punctual. You should arrive at the job site on time. 

2. Notify your supervisor if you are running late. 

3. Maintain your scheduled number of attendance hours.  Do not leave early without permission.  Avoid 
unapproved absences.  Provide an explanation for any absence, and clear it in advance, if possible. 

4. Observe City personnel rules, policies, and procedures, as well as departmental rules, policies and 
procedures. 

5. Immediately notify your supervisor of injuries on the job. 

6. Be polite and courteous to your co-workers, supervisors, City officials and the general public. 

7. Use only appropriate equipment and tools assigned to you, only when you are authorized to use them, 
and in the manner authorized. 

8. Follow instructions to ensure good performance. 

9. Don’t be wasteful with job site materials. 

10. Learn about new products and new work methods when required by the job. 

11. Be honest to build confidence and trust.  Admitting ignorance or mistakes is expected as part of the 
training process. 

12. Do not talk about others in an insulting manner.  Obscene and improper language is insulting and will 
not be tolerated. 

13. Keep your work area and all surrounding areas clean. 

14. Keep personal appearance and grooming appropriate for the work environment.  Abide by applicable 
City’s Dress and Personal Appearance Policy. 

15. Always ensure the safety of yourself and co-workers while on the job.  If you see an unsafe act or 
situation, bring it to the attention of your supervisor immediately. 

16. In the event that someone needs to reach you during work hours, they should call your supervisor.  You 
must receive express permission from your supervisor before making or receiving personal calls on your 
work telephone.  Personal cell phones may only be used for urgent issues. 

17. Visitation by friends and/or relatives at the worksite is not allowed, unless prior permission is granted by 
your supervisor. 

 

 

 

 

 

 

 

 

ATTACHMENT “D” 
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STUDENT INTERNSHIP PROGRAM – GUIDELINES/CONDUCT 

Administration Department – Personnel Division |  117 Macneil Street  |  San Fernando, CA 91340  |  (818) 898-1220  |  Form # PER-048.1 (03/2016) |  Page 2 of 2 

CONDUCT 

 
There are certain types of conduct that can result in your suspension, immediate and/or automatic 
dismissal. These include, but are not limited to, the following: 
 
1. Working while under the influence of any drug, alcohol or other substance that impairs your 

performance or judgment. 

2. Coming to work with the odor of alcohol on your breath. 

3. Attempting to use drugs or alcohol while on the job. 

4. Having drugs or alcohol in your possession while on the job. 

5. Possession of offensive or defensive weapons (firearms, illegal knives, clubs, mace, pepper spray, tear gas, 
etc.). 

6. Smoking while on the job. 

7. Sleeping while on the job. 

8. Stealing City or private property. 

9. Using foul language at any time. 

10. Not following the instructions of your supervisor. 

11. Harassing a co-worker or any member of the public. 

12. Fighting with a co-worker, either verbally or physically. 

13. Behaving in a lewd, inappropriate or offensive manner. 

14. Falsifying records. 

15. Lying to a supervisor. 

16. Endangering the safety of your co-workers or the general public in any way. 
 
Consequences will vary depending on the nature of the violation.  They may include, but are not limited to 
suspension from work for one or more days, or termination from the program. 
 

ACKNOWLEDGEMENT I hereby acknowledge that I have received a copy of the above “Student Intern Program – Guidelines/Conduct” 

and agree to abide by the terms and stipulations therein. I understand that if I have any questions about the program, I may discuss them 
with the Internship Coordinator.  

INTERN NAME (PRINT) INTERN SIGNATURE DATE 
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AGENDA REPORT

CITY COUNCIL                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐1201           WWW.SFCITY.ORG

To:  Vice Mayor Ballin and Councilmembers 

From:    Joel Fajardo, Mayor 

Date:    March 7, 2016 

Subject:  Consideration  to Support  the Federal Recognition of  the Fernandeño Tataviam 
Band of Mission Indians 

RECOMMENDATION: 

I am respectfully requesting City Council support of the Fernandeño Tataviam Band of Mission 
Indian’s desire to pursue federal acknowledgment. 

ATTACHMENT: 

A. Sample Letter of Support  
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YOUR	HEADER	TEMPLATE		 	 	

 

 

 

 

DRAFT	Letter	of	Support	for	Federal	Recognition	for	the	

Fernandeño	Tataviam	Band	of	Mission	Indians	

 

 

 

 

 

 

Thank	 you	 for	 your	 time	 and	 consideration	 in	 reviewing	 the	 attached	 Letter	 of	
Support.	Please	feel	free	to	edit	the	letter	as	you	wish.	To	personalize	the	letter,	we	
have	intentionally	marked,	in	red,	sentences	or	spaces	that	may	be	edited	to	include	
your	interaction	with	the	Tribe.	Interactions	may	include,	but	are	not	limited	to:	

 

1. Repatriations or Sacred Sites involvement with the Tribe 
2. Archaeological-based/ Tribal Monitoring involvement with the Tribe 
3. Participation in the Tribe’s community-based activities 
4. Participation or involvement with the Tribe’s nonprofit (Pukúu) 
5. Dates of when you first became involved with the Tribe 
6. Personal accounts of how you feel the Tribe betters the native and non-native 

community 
 

 

DUE BY MARCH 15, 2016 

 

 

ATTACHMENT “A”
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YOUR	HEADER	TEMPLATE		 	 	

 

 

Date	

To	whom	it	may	concern:	

I	am/	we	are	pleased	to	support	the	Fernandeño	Tataviam	Band	of	Mission	Indians	
(Tribe),	a	sovereign	group	that	has	continued	a	culturally‐rooted	existence	and	
maintained	various	community‐based	relationships	in	Northern	Los	Angeles	
County,	their	ancestral	lands,	as	they	pursue	federal	acknowledgment.		

I/we	first	became	involved	with	the	Tribe	in	[INSERT	COMMENTS].	

The	long‐term	effects	of	the	enslavement	at	Mission	San	Fernando	did	not	weaken	
San	Fernando	Indian	relations	as	intended,	but	instead,	inspired	their	ancestors	to	
form	allies	within	their	lineages	and	among	local	community	members.		

To	ensure	cultural	survival	through	the	settler	agenda,	the	Tribe's	progenitors	
retained	their	heritage	in	the	privacy	of	their	homes.	The	late	Charlie	Cooke	began	
preservation	efforts	through	cultural‐based	projects	vital	to	the	conservation	of	
cultural	resources.	Meanwhile,	the	late	Rudy	Ortega	Sr.	became	elected	as	Tribal	
President	and	continued	integral	government‐to‐government	discourse	and	
relationships	that	carry	through	today.	The	creation	of	the	Tribe's	nonprofit,	Pukúu	
Cultural	Community	Services,	further	involved	the	local	Los	Angeles	indigenous	
community	and	continues	to	sponsor	youth	in	obtaining	higher	education	without	
compromising	their	native	identity.	Cousins	Ortega	Sr.	and	Cooke	demonstrated	that	
pre‐Mission	leadership	roles	transcended	the	assimilation	pressures	of	the	settler	
community	and	evolved	to	fit	the	needs	of	contemporary	San	Fernando	Indians.	
They	sustained	traditional	values,	as	well	as	cultural	and	physical	survival.		

The	social,	political,	and	community‐based	involvement	of	the	Indians	of	San	
Fernando	within	and	outside	of	Los	Angeles	County,	which	preceded	the	
establishment	of	Mission	San	Fernando	and	continues	through	their	descendants,	
exemplifies	the	upholding	of	their	culture	and	pride.	In	conclusion,	I/we	fully	
support	the	Tribe	as	they	seek	federal	recognition.	I/we	hope	that	the	Office	of	
Federal	Acknowledgement	concludes	that	this	same	group	be	deserving	of	the	
recognition	their	ancestors	dreamed	of.		

Sincerely,	

Name	of	group	or	person		
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AGENDA REPORT

CITY COUNCIL                 117 MACNEIL STREET, SAN FERNANDO, CA 91340                 (818) 898‐1201           WWW.SFCITY.ORG

To:  Mayor Joel Fajardo and Councilmembers 

From:    Councilmember Jaime Soto 

Date:    March 7, 2016 

Subject:  Fiscal  Year  2016‐2017  Budget  Planning  Regarding  Electrical  Upgrades  on  San 
Fernando Mission Boulevard and Maclay Avenue for Holiday Events  

RECOMMENDATION: 

I have placed this on the agenda and would like staff to provide information regarding this item.  
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