
CITY OF COSTA MESA 
PROFESSIONAL SERVICES AGREEMENT 

WITH 
JEANELLE HEASTON DBA PERMIT MANAGEMENT SOLUTIONS 

THIS PROFESSIONAL SERVICES AGREEMENT ("Agreement") is made and entered 
into this 5th day of September, 2017 ("Effective Date"), by and between the CITY OF COSTA 
MESA, a municipal corporation ("City"), and JEANELLE HEASTON, an individual OBA PERMIT 
MANAGEMENT SOLUTIONS ("Consultant"). 

WITNESSETH: 

A. WHEREAS, City proposes to utilize the services of Consultant as an independent 
contractor to provide plan check and permit processing services on an as-needed basis, as more 
fully described herein; and 

B. WHEREAS, Consultant represents that it has that degree of specialized expertise 
contemplated within California Government Code section 37103, and holds all necessary licenses 
to practice and perform the services herein contemplated; and 

C. WHEREAS, City and Consultant desire to contract for the specific services 
described in Exhibit "A" and desire to set forth their rights, duties and liabilities in connection with 
the services to be performed; and 

D. WHEREAS, no official or employee of City has a financial interest, within the 
provisions of sections 1090-1092 of the California Government Code, in the subject matter of this 
Agreement. 

NOW, THEREFORE, for and in consideration of the mutual covenants and conditions 
contained herein, the parties hereby agree as follows: 

1.0. SERVICES PROVIDED BY CONSULTANT 

1.1. Scope of Services. Consultant shall provide the professional services described 
in the Scope of Work, attached hereto as Exhibit "A, " and Consultant's Proposal , attached hereto 
as Exhibit "B," both incorporated herein by this reference. 

1.2. Professional Practices. All professional services to be provided by Consultant 
pursuant to this Agreement shall be provided by personnel experienced in their respective fields 
and in a manner consistent with the standards of care, diligence and skill ordinarily exercised by 
professional consultants in similar fields and circumstances in accordance with sound 
professional practices. Consultant also warrants that it is familiar with all laws that may affect its 
performance of this Agreement and shall advise City of any changes in any laws that may affect 
Consultant's performance of this Agreement. 

1.3. Performance to Satisfaction of City. Consultant agrees to perform all the work to 
the complete satisfaction of the City and within the hereinafter specified. Evaluations of the work 
will be done by the City Manager or his or her designee. If the quality of work is not satisfactory, 
City in its discretion has the right to: 
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(a) Meet with Consultant to review the quality of the work and resolve the 
matters of concern ; 

(b) Require Consultant to repeat the work at no additional fee until it is 
satisfactory; and/or 

(c) Terminate the Agreement as hereinafter set forth . 

1.4. Warranty. Consultant warrants that it shall perform the services required by this 
Agreement in compliance with all applicable Federal and California employment laws, including, 
but not limited to, those laws related to minimum hours and wages; occupational health and 
safety; fair employment and employment practices; workers' compensation insurance and safety 
in employment; and all other Federal , State and local laws and ordinances applicable to the 
services required under this Agreement. Consultant shall indemnify and hold harmless City from 
and against all claims, demands, payments, suits, actions, proceedings, and judgments of every 
nature and description including attorneys' fees and costs, presented, brought, or recovered 
against City for, or on account of any liability under any of the above-mentioned laws, which may 
be incurred by reason of Consultant's performance under this Agreement. 

1.5. Non-Discrimination. In performing this Agreement, Consultant shall not engage in, 
nor permit its agents to engage in, discrimination in employment of persons because of their race, 
religious creed , color, national origin , ancestry, physical disability, mental disability, medical 
condition, genetic information, marital status, sex, gender, gender identity, gender expression , 
age, sexual orientation , or military or veteran status, except as permitted pursuant to section 
12940 of the Government Code. 

1.6. Non-Exclusive Agreement. Consultant acknowledges that City may enter into 
agreements with other consultants for services similar to the services that are subject to this 
Agreement or may have its own employees perform services similar to those services 
contemplated by this Agreement. 

1. 7. Delegation and Assignment. This is a personal service contract, and the duties 
set forth herein shall not be delegated or assigned to any person or entity without the prior written 
consent of City. Consultant may engage a subcontractor(s) as permitted by law and may employ 
other personnel to perform services contemplated by this Agreement at Consultant's sole cost 
and expense. 

1.8. Confidentiality. Employees of Consultant in the course of their duties may have 
access to financial , accounting , statistical , and personnel data of private individuals and 
employees of City. Consultant covenants that all data, documents, discussion, or other 
information developed or received by Consultant or provided for performance of this Agreement 
are deemed confidential and shall not be disclosed by Consultant without written authorization by 
City. City shall grant such authorization if disclosure is required by law. All City data shall be 
returned to City upon the termination of this Agreement. Consultant's covenant under this Section 
shall survive the termination of this Agreement. 

2.0. COMPENSATION AND BILLING 

2.1. Compensation . Consultant shall be paid in accordance with the fee schedule set 
forth in Exhibit B. 
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2.2. Additional Services. Consultant shall not receive compensation for any services 
provided outside the scope of services specified in the Consultant's Proposal unless the City or 
the Project Manager, prior to Consultant performing the additional services, approves such 
additional services in writing. It is specifically understood that oral requests and/or approvals of 
such additional services or additional compensation shall be barred and are unenforceable. 

2.3. Method of Billing. Consultant may submit invoices to the City for approval on a 
progress basis, but no more often than two times a month. Said invoice shall be based on the 
total of all Consultant's services which have been completed to City's sole satisfaction. City shall 
pay Consultant's invoice within forty-five (45) days from the date City receives said invoice. Each 
invoice shall describe in detail, the services performed, the date of performance, and the 
associated time for completion. Any additional services approved and performed pursuant to this 
Agreement shall be designated as "Additional Services" and shall identify the number of the 
authorized change order, where applicable, on all invoices. 

2.4. Records and Audits. Records of Consultant's services relating to this Agreement 
shall be maintained in accordance with generally recognized accounting principles and shall be 
made available to City or its Project Manager for inspection and/or audit at mutually convenient 
times from the Effective Date until three (3) years after termination of this Agreement. 

3.0. TIME OF PERFORMANCE 

3.1. Commencement and Completion of Work. The professional services to be 
performed pursuant to this Agreement shall commence within five (5) days from the Effective Date 
of this Agreement. Failure to commence work in a timely manner and/or diligently pursue work 
to completion may be grounds for termination of this Agreement. 

3.2. Excusable Delays. Neither party shall be responsible for delays or lack of 
performance resulting from acts beyond the reasonable control of the party or parties. Such acts 
shall include, but not be limited to, acts of God, fire, strikes, material shortages, compl iance with 
laws or regulations, riots , acts of war, or any other conditions beyond the reasonable control of a 
party. 

4.0. TERM AND TERMINATION 

4.1. Term. This Agreement shall commence on the Effective Date and continue for a 
period of one (1) year, ending on September 4, 2018, unless previously terminated as provided 
herein or as otherwise agreed to in writing by the parties. This Agreement may be extended by 
four (4) additional one (1) year periods upon mutual written agreement of both parties. 

4.2. Notice of Termination . The City reserves and has the right and privilege of 
canceling, suspending or abandoning the execution of all or any part of the work contemplated 
by this Agreement, with or without cause, at any time, by providing written notice to Consultant. 
The termination of this Agreement shall be deemed effective upon receipt of the notice of 
termination. In the event of such termination, Consultant shall immediately stop rendering 
services under this Agreement unless directed otherwise by the City. 

4.3. Compensation. In the event of termination, City shall pay Consultant for 
reasonable costs incurred and professional services satisfactorily performed up to and including 
the date of City's written notice of termination. Compensation for work in progress shall be 
prorated based on the percentage of work completed as of the effective date of termination in 

3 

Jeanelle Heaston OBA Permit Management Solutions 
Rev. 01-2017 



accordance with the fees set forth herein . In ascertaining the professional services actually 
rendered hereunder up to the effective date of termination of this Agreement, consideration shall 
be given to both completed work and work in progress, to complete and incomplete drawings, 
and to other documents pertaining to the services contemplated herein whether delivered to the 
City or in the possession of the Consultant. 

4.4. Documents. In the event of termination of this Agreement, all documents prepared 
by Consultant in its performance of this Agreement including, but not limited to, fin ished or 
unfinished design, development and construction documents, data studies, drawings, maps and 
reports , shall be delivered to the City within ten (10) days of delivery of term ination notice to 
Consultant, at no cost to City. Any use of uncompleted documents without specific written 
authorization from Consultant shall be at City's sole risk and without liability or legal expense to 
Consultant. 

5.0. INSURANCE 

5.1. Minimum Scope and Lim its of Insurance. Consultant shall obtain, maintain , and 
keep in full force and effect during the life of this Agreement all of the following minimum scope 
of insurance coverages with an insurance company admitted to do business in California, rated 
"A, " Class X, or better in the most recent Best's Key Insurance Rating Guide, and approved by 
City: 

Rev. 01-2017 

(a) Commercial general liabil ity, including premises-operations, 
products/completed operations, broad form property damage, blanket 
contractual liability, independent contractors, personal injury or bodily injury 
with a policy limit of not less than One Million Dollars ($1 ,000,000.00), 
combined single limits , per occurrence. If such insurance contains a 
general aggregate limit, it shall apply separately to th is Agreement or shall 
be twice the required occurrence limit. 

(b) Business automobile liability for owned vehicles, hired, and non-owned 
vehicles, with a policy limit of not less than One Million Dollars 
($1 ,000,000.00), combined single limits, per occurrence for bodily injury 
and property damage. 

(c) Workers ' compensation insurance as required by the State of Cal ifornia . 
Consultant agrees to waive, and to obtain endorsements from its workers ' 
compensation insurer waiving subrogation rights under its workers ' 
compensation insurance policy against the City, its officers, agents, 
employees, and volunteers arising from work performed by Consultant for 
the City and to require each of its subcontractors, if any, to do likewise 
under their workers ' compensation insurance policies. 

(d) Professional errors and omissions ("E&O") liability insurance with policy 
limits of not less than One Million Dollars ($1 ,000,000.00), combined single 
limits, per occurrence and aggregate. Architects' and engineers' coverage 
shall be endorsed to include contractual liability. If the policy is written as a 
"claims made" policy, the retro date shall be prior to the start of the contract 
work. Consultant shall obtain and maintain, said E&O liability insurance 
during the life of this Agreement and for three years after completion of the 
work hereunder. 
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5.2. Endorsements. The commercial general liability insurance policy and business 
automobile liability policy shall contain or be endorsed to contain the following provisions: 

(a) Additional insureds: "The City of Costa Mesa and its elected and appointed 
boards, officers, officials, agents, employees, and volunteers are additional 
insureds with respect to: liability arising out of activities performed by or on 
behalf of the Consultant pursuant to its contract with the City; products and 
completed operations of the Consultant; premises owned, occupied or 
used by the Consultant; automobiles owned, leased, hired , or borrowed by 
the Consultant. " 

(b) Notice: "Said policy shall not terminate, be suspended, or voided , nor shall 
it be cancelled, nor the coverage or limits reduced , until thirty (30) days 
after written notice is given to City." 

(c) Other insurance: "The Consultant's insurance coverage shall be primary 
insurance as respects the City of Costa Mesa, its officers, officials, agents, 
employees, and volunteers. Any other insurance maintained by the City of 
Costa Mesa shall be excess and not contributing with the insurance 
provided by this policy. " 

(d) Any failure to comply with the reporting provisions of the policies shall not 
affect coverage provided to the City of Costa Mesa, its officers, officials, 
agents, employees, and volunteers. 

( e) The Consultant's insurance shall apply separately to each insured against 
whom claim is made or suit is brought, except with respect to the limits of 
the insurer's liability. 

5.3. Deductible or Self Insured Retention . If any of such policies provide for a deductible 
or self-insured retention to provide such coverage, the amount of such deductible or self-insured 
retention shall be approved in advance by City. No policy of insurance issued as to which the 
City is an additional insured shall contain a provision which requires that no insured except the 
named insured can satisfy any such deductible or self-insured retention . 

5.4. Certificates of Insurance. Consultant shall provide to City certificates of insurance 
showing the insurance coverages and required endorsements described above, in a form and 
content approved by City, prior to performing any services under this Agreement. The certificates 
of insurance shall be attached hereto as Exhibit "C" and incorporated herein by this reference. 

5.5. Non-Limiting. Nothing in this Section shall be construed as limiting in any way, the 
indemnification provision contained in this Agreement, or the extent to which Consultant may be 
held responsible for payments of damages to persons or property. 

6.0. GENERAL PROVISIONS 

6.1. Entire Agreement. This Agreement constitutes the entire agreement between the 
parties with respect to any matter referenced herein and supersedes any and all other prior 
writings and oral negotiations. This Agreement may be modified only in writing , and signed by 
the parties in interest at the time of such modification. The terms of this Agreement shall prevail 
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over any inconsistent provision in any other contract document appurtenant hereto, including 
exhibits to this Agreement. 

6.2. Representatives. The City Manager or his or her designee shall be the 
representative of City for purposes of this Agreement and may issue all consents, approvals, 
directives and agreements on behalf of the City, called for by this Agreement, except as otherwise 
expressly provided in this Agreement. 

Consultant shall designate a representative for purposes of this Agreement who 
shall be authorized to issue all consents, approvals, directives and agreements on behalf of 
Consultant called for by this Agreement, except as otherwise expressly provided in this 
Agreement. 

6.3. Project Managers. City shall designate a Project Manager to work directly with 
Consultant in the performance of this Agreement. 

Consultant shall designate a Project Manager who shall represent it and be its 
agent in all consultations with City during the term of this Agreement. Consultant or its Project 
Manager shall attend and assist in all coordination meetings called by City. 

6.4. Notices. Any notices, documents, correspondence or other communications 
concerning this Agreement or the work hereunder may be provided by personal delivery or mail 
and shall be addressed as set forth below. Such communication shall be deemed served or 
delivered: (a) at the time of delivery if such communication is sent by personal delivery, and (b) 
48 hours after deposit in the U.S. Mail as reflected by the official U.S. postmark if such 
communication is sent through regular United States mail. 

IF TO CONSULTANT: 

Permit Management Solutions 
2279 Eagle Glen Pkwy. Ste. 112-421 
Corona, CA 92883 
Tel: (909) 633-4094 
Attn: Jeanelle Heaston 

IFTO CITY: 

City of Costa Mesa 
77 Fair Drive 
Costa Mesa, CA 92626 
Tel: (714) 754-5604 
Attn: lssam Shahrouri 

Courtesy copy to: 

City of Costa Mesa 
77 Fair Drive 
Costa Mesa, CA 92626 
Attn: Finance Dept. I Purchasing 

6.5. Drug-Free Workplace Policy. Consultant shall provide a drug-free workplace by 
complying with all provisions set forth in City's Council Policy 100-5, attached hereto as Exhibit 
"D" and incorporated herein by reference. Consultant's failure to conform to the requirements set 
forth in Council Policy 100-5 shall constitute a material breach of this Agreement and shall be 
cause for immediate termination of this Agreement by City. 

6.6. Attorneys' Fees. In the event that litigation is brought by any party in connection 
with this Agreement, the prevailing party shall be entitled to recover from the opposing party all 
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costs and expenses, including reasonable attorneys' fees , incurred by the prevailing party in the 
exercise of any of its rights or remedies hereunder or the enforcement of any of the terms, 
conditions, or provisions hereof. 

6.7. Governing Law. This Agreement shall be governed by and construed under the 
laws of the State of California without giving effect to that body of laws pertaining to conflict of 
laws. In the event of any legal action to enforce or interpret this Agreement, the parties hereto 
agree that the sole and exclusive venue shall be a court of competent jurisdiction located in 
Orange County, California. 

6.8. Assignment. Consultant shall not voluntarily or by operation of law assign , 
transfer, sublet or encumber all or any part of Consultant's interest in this Agreement without 
City's prior written consent. Any attempted assignment, transfer, subletting or encumbrance shall 
be void and shall constitute a breach of this Agreement and cause for termination of this 
Agreement. Regardless of City's consent, no subletting or assignment shall release Consultant 
of Consultant's obligation to perform all other obligations to be performed by Consultant 
hereunder for the term of this Agreement. 

6.9. Indemnification and Hold Harmless. Consultant agrees to defend , indemnify, 
hold free and harmless the City, its elected officials, officers, agents and employees, at 
Consultant's sole expense, from and against any and all cla ims, actions, suits or other legal 
proceedings brought against the City, its elected officials, officers, agents and employees arising 
out of the performance of the Consultant, its employees, and/or authorized subcontractors, of the 
work undertaken pursuant to this Agreement. The defense obligation provided for hereunder shall 
apply without any advance showing of negligence or wrongdoing by the Consultant, its 
employees, and/or authorized subcontractors, but shall be required whenever any claim , action, 
complaint, or suit asserts as its basis the negligence, errors, omissions or misconduct of the 
Consultant, its employees, and/or authorized subcontractors, and/or whenever any claim, action , 
complaint or suit asserts liability against the City, its elected officials, officers, agents and 
employees based upon the work performed by the Consultant, its employees, and/or authorized 
subcontractors under this Agreement, whether or not the Consultant, its employees, and/or 
authorized subcontractors are specifically named or otherwise asserted to be liable. 
Notwithstanding the foregoing , the Consultant shall not be liable for the defense or indemnification 
of the City for claims, actions, complaints or suits arising out of the sole active negligence or willful 
misconduct of the City. This provision shall supersede and replace all other indemnity provisions 
contained either in the City's specifications or Consultant's Proposal , which shall be of no force 
and effect. 

6.10. Independent Contractor. Consultant is and shall be acting at all times as an 
independent contractor and not as an employee of City. Consultant shall have no power to incur 
any debt, obligation, or liability on behalf of City or otherwise act on behalf of City as an agent. 
Neither City nor any of its agents shall have control over the conduct of Consultant or any of 
Consultant's employees, except as set forth in this Agreement. Consultant shall not, at any time, 
or in any manner, represent that it or any of its agents or employees are in any manner agents or 
employees of City. Consultant shall secure, at its sole expense, and be responsible for any and 
all payment of Income Tax, Social Security, State Disability Insurance Compensation, 
Unemployment Compensation, and other payroll deductions for Consultant and its officers, 
agents, and employees, and all business licenses, if any are required , in connection with the 
services to be performed hereunder. Consultant shall indemnify and hold City harmless from any 
and all taxes, assessments, penalties, and interest asserted against City by reason of the 
independent contractor relationship created by this Agreement. Consultant further agrees to 
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indemnify and hold City harmless from any failure of Consultant to comply with the applicable 
worker's compensation laws. City shall have the right to offset against the amount of any fees due 
to Consultant under this Agreement any amount due to City from Consultant as a result of 
Consultant's failure to promptly pay to City any reimbursement or indemnification arising under 
this paragraph. 

6.11. PERS Eligibility Indemnification. In the event that Consultant or any employee, 
agent, or subcontractor of Consultant providing services under this Agreement claims or is 
determined by a court of competent jurisdiction or the California Public Employees Retirement 
System (PERS) to be eligible for enrollment in PERS as an employee of the City, Consultant shall 
indemnify, defend, and hold harmless City for the payment of any employee and/or employer 
contributions for PERS benefits on behalf of Consultant or its employees, agents, or 
subcontractors, as well as for the payment of any penalties and interest on such contributions, 
which would otherwise be the responsibility of City. 

Notwithstanding any other agency, state or federal policy, rule, regulation, law or 
ordinance to the contrary, Consultant and any of its employees, agents, and subcontractors 
providing service under this Agreement shall not qualify for or become entitled to, and hereby 
agree to waive any claims to, any compensation, benefit, or any incident of employment by City, 
including but not limited to eligibility to enroll in PERS as an employee of City and entitlement to 
any contribution to be paid by City for employer contribution and/or employee contributions for 
PERS benefits. 

6.12. Cooperation . In the event any claim or action is brought against City relating to 
Consultant's performance or services rendered under this Agreement, Consultant shall render 
any reasonable assistance and cooperation which City might require. 

6.13. Ownership of Documents. All findings, reports, documents, information and data 
including, but not limited to, computer tapes or discs, files and tapes furnished or prepared by 
Consultant or any of its subcontractors in the course of performance of this Agreement, shall be 
and remain the sole property of City. Consultant agrees that any such documents or information 
shall not be made available to any individual or organization without the prior consent of City. Any 
use of such documents for other projects not contemplated by this Agreement, and any use of 
incomplete documents, shall be at the sole risk of City and without liability or legal exposure to 
Consultant. City shall indemnify and hold harmless Consultant from all claims, damages, losses, 
and expenses, including attorneys' fees, arising out of or resulting from City's use of such 
documents for other projects not contemplated by this Agreement or use of incomplete documents 
furnished by Consultant. Consultant shall deliver to City any findings, reports , documents, 
information, data, in any form , including but not limited to, computer tapes, discs, files audio tapes 
or any other related items as requested by City or its authorized representative, at no additional 
cost to the City. 

6.14. Public Records Act Disclosure. Consultant has been advised and is aware that 
this Agreement and all reports, documents, information and data, including, but not limited to, 
computer tapes, discs or files furnished or prepared by Consultant, or any of its subcontractors, 
pursuant to this Agreement and provided to City may be subject to public disclosure as required 
by the California Public Records Act (California Government Code section 6250 et seq.). 
Exceptions to public disclosure may be those documents or information that qualify as trade 
secrets, as that term is defined in the California Government Code section 6254. 7, and of which 
Consultant informs City of such trade secret. The City will endeavor to maintain as confidential all 
information obtained by it that is designated as a trade secret. The City shall not, in any way, be 
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liable or responsible for the disclosure of any trade secret including, without limitation, those 
records so marked if disclosure is deemed to be required by law or by order of the Court. 

6.15. Conflict of Interest. Consultant and its officers, employees, associates and 
subconsultants, if any, will comply with all conflict of interest statutes of the State of California 
applicable to Consultant's services under this agreement, including, but not limited to, the Political 
Reform Act (Government Code sections 81000, et seq.) and Government Code section 1090. 
During the term of this Agreement, Consultant and its officers, employees, associates and 
subconsultants shall not, without the prior written approval of the City Representative, perform 
work for another person or entity for whom Consultant is not currently performing work that would 
require Consultant or one of its officers, employees, associates or subconsultants to abstain from 
a decision under this Agreement pursuant to a conflict of interest statute. 

6.16. Responsibility for Errors. Consultant shall be responsible for its work and results 
under this Agreement. Consultant, when requested, shall furnish clarification and/or explanation 
as may be required by the City's representative, regarding any services rendered under this 
Agreement at no additional cost to City. In the event that an error or omission attributable to 
Consultant occurs, then Consultant shall, at no cost to City, provide all necessary design 
drawings, estimates and other Consultant professional services necessary to rectify and correct 
the matter to the sole satisfaction of City and to participate in any meeting required with regard to 
the correction. 

6.17. Prohibited Employment. Consultant will not employ any regular employee of City 
while this Agreement is in effect. 

6.18. Order of Precedence. In the event of an inconsistency in this Agreement and any 
of the attached Exhibits, the terms set forth in this Agreement shall prevail. If, and to the extent 
this Agreement incorporates by reference any provision of any document, such provision shall be 
deemed a part of this Agreement. Nevertheless, if there is any conflict among the terms and 
conditions of this Agreement and those of any such provision or provisions so incorporated by 
reference, this Agreement shall govern over the document referenced. 

6.19. Costs. Each party shall bear its own costs and fees incurred in the preparation 
and negotiation of this Agreement and in the performance of its obligations hereunder except as 
expressly provided herein. 

6.20. No Third Party Beneficiary Rights. This Agreement is entered into for the sole 
benefit of City and Consultant and no other parties are intended to be direct or incidental 
beneficiaries of this Agreement and no third party shall have any right in , under or to this 
Agreement. 

6.21 . Headings. Paragraphs and subparagraph headings contained in this Agreement 
are included solely for convenience and are not intended to modify, explain or to be a full or 
accurate description of the content thereof and shall not in any way affect the meaning or 
interpretation of this Agreement. 

6.22. Construction . The parties have participated jointly in the negotiation and drafting 
of this Agreement. In the event an ambiguity or question of intent or interpretation arises with 
respect to this Agreement, this Agreement shall be construed as if drafted jointly by the parties 
and in accordance with its fair meaning. There shall be no presumption or burden of proof favoring 
or disfavoring any party by virtue of the authorship of any of the provisions of this Agreement. 
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6.23. Amendments. Only a writing executed by the parties hereto or their respective 
successors and assigns may amend this Agreement. 

6.24. Waiver. The delay or failure of either party at any time to require performance or 
compliance by the other of any of its obligations or agreements shall in no way be deemed a 
waiver of those rights to require such performance or compliance. No waiver of any provision of 
this Agreement shall be effective unless in writing and signed by a duly authorized representative 
of the party against whom enforcement of a waiver is sought. The waiver of any right or remedy 
in respect to any occurrence or event shall not be deemed a waiver of any right or remedy in 
respect to any other occurrence or event, nor shall any waiver constitute a continuing waiver. 

6.25. Severability. If any provision of this Agreement is determined by a court of 
competent jurisdiction to be unenforceable in any circumstance, such determination shall not 
affect the validity or enforceability of the remaining terms and provisions hereof or of the offending 
provision in any other circumstance. Notwithstanding the foregoing, if the value of this 
Agreement, based upon the substantial benefit of the bargain for any party, is materially impaired, 
which determination made by the presiding court or arbitrator of competent jurisdiction shall be 
binding, then both parties agree to substitute such provision(s) through good faith negotiations. 

6.26. Counterparts. This Agreement may be executed in one or more counterparts, 
each of which shall be deemed an original. All counterparts shall be construed together and shall 
constitute one agreement. 

6.27. Corporate Authority. The persons executing this Agreement on behalf of the 
parties hereto warrant that they are duly authorized to execute this Agreement on behalf of said 
parties and that by doing so the parties hereto are formally bound to the provisions of this 
Agreement. 

IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be executed 
by and through their respective authorized officers, as of the date first above written. 

CONSULTANT 

Date: _ 9,_-._W_-_/~7 ___ _ 

55/,~3-3&1~ 
[Name and Title] Social Security or Taxpayer ID Number 

Date: _ q........,_f _z,i_/f---"-::;.-__ 
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ATIEST: 

Date: oqho / (1 ---'-+-, ____,,...__ ____ _ 

APPROVED AS TO INSURANCE: 

Ru:?:t Date: 11/(1//7 

Risk Management 

ED AS TO CONTENT: 

Date: C\ , lb , (1 
lssam Shahrouri 
Project Manager 

ENTAL APPROVAL: 

7 Date: q . lL.l7 
Barry Curr , AICP 
Economic and Development Services 
Director. 

APPROVED AS TO PURCHASING: 

Date: C/ ·zu.17 
phe Dunivent 

nterim Finance Director 
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EXHIBIT A 

SCOPE OF WORK 



ATTACHMENT A 

SCOPE OF WORK 
For 

RFP 0 .17-22-COl668 

PLAN CHECKING AND PERMIT PROCESSING SERVICES 

The Development Services Department and the Fire and Rescue Department are soliciting proposals to provide 
plan checking and permit processing services on an as-needed basis. The term is for FY 17-18 with four ( 4) 
one-year renewal options at the same rate schedule. The intent of this proposal is to supplement existing plan 
check and permit processing staff to support new large development projects and augment staff in the City. 
Proposers are required to submit standard and overtime hourly rates for the following positions: 

PLAN REVIEW 
Plans Examiner 
Plan Check Engineer 
Chief Plans Examiner (Supervisor) 
Permit Processing 
Permit Technician I and II 

FIRE 
Fire Plans Examiner 

A. Plan Check Services for Building Division 

1. Plans may be assigned for review in one of two categories: 

• Standard Plan Review: Proposals shall indicate how standard plan review of plans referred to 
the Consultant by the City will be accomplished. Standard review shall be completed in a 
maximum of ten calendar days from the date the City assigns the plan for review. For all standard 
plan reviews, the City charges the customer 65% of the Building Permit fee. The Building permit 
fee is based on Table 1-A of the 2001 California Building Code (Exhibit 1). The valuation is 
calculated based on the attached Building Valuation Data Table. The proposal shall specify the 
percentage of the plan review fee charged by the City that the consultant shall keep for each 
application reviewed. 

• Expedited Plan Check: This process shall be employed when an applicant wishes to expedite the 
review of plans. Presently, applicants are allowed to negotiate timeframes and fees with any one of 
the City's consultants. The City is currently looking at modifying its existing procedures as follows: 

o The City shall accept the plans from the customer and the customer shall pay a surcharge 
as specified in the City's fee resolution for expedited service. The city shall assign plans 
to a consultant, which shall receive its specified percentage of the surcharged fee imposed 
by the City. The consultant shall complete its initial review in half the time specified by 
the City's standard for review. Time for rechecks shall not be reduced. 

The proposal needs to address both scenarios for expedited plan review. 
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2. The City reserves the right to handle certain types of cases in the following manner, at the City's sole 
discretion: 

• Large Public Projects: The City reserves the right to ask consultants to bid to check documents 
for large public improvements such as libraries and fire stations. In such cases, the City will 
solicit bids from its approved consultants and award the plan review to the lowest bidder. 

• Large Private Projects: If the City believes it is in the best interests of a customer proposing a 
significant development with a strict schedule, the City may authorize the customer to negotiate 
directly with a consultant to perform plan check services based on a schedule and fee that is 
acceptable to both parties. 

3. The following general criteria apply to all plan check services provided to the Building Division: 

• Assign regular office hours to plan review positions to perform in-house plan check services if 
so requested by the City. 

• Review construction plans and calculations thoroughly for compliance with the latest or 
applicable editions of California Building Code, California Mechanical Code, California 
Plumbing Code, California Electrical Code, Costa Mesa Amendments to these codes, and other 
applicable governmental codes and regulations 

• Write clear and concise plan check corrections, and work with property owners, designers, 
architects, engineers and contractors to ensure the plan check corrections are addressed and 
reflected on construction documents. 

• E-mail plan check corrections to the designated Building Division staff and provide pertinent 
building information required on permit to the City when plans are approved. Such information 
shall be provided on the transmittal form and shall include, but not limited to, work description, 
type of construction, occupancy, floor area, number of stories, and sprinkler requirements. 

• Review deferred submittal items and any revisions before or during construction. Notify 
designated Building Division staff via e-mail on the number of hours spent reviewing the 
deferred submittals/revisions. 

• Return plans to the City for the first check and resubmittals no later than City standards. 

• When requested by the City, meet with developers and design professionals to address their 
questions on large and/or unique projects prior to plan check submittal. · 

• Consolidate comments from various City departments; resolve internal inconsistencies; and 
present recommendations and revisions to the applicant. 

• Maintain communications with applicants and staff from the Building Division and other City 
departments. Respond to inquiries about projects from applicants. 

• Manage the project schedule in accordance with City's adopted timeframes. 
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• Utilize City electronic and paper files to research previous and/or related permits. 

• Be available during an emergency or natural disaster to assist the City with inspection services. 

• Participate in reviews with technical consultants, health and other government agency 
inspectors, City staff, and owners. 

• Testify in court, if necessary. 
• All documentation shall become the property of the City of Costa Mesa. All textual materials 

must be consistent with the word processing program in use by the City at the time the 
electronic version is submitted; currently the City utilizes Microsoft® Windows, Microsoft® 
Office 2000 format (Microsoft standard fonts must be used for documents). All graphics 
produced must be editable in Adobe® Photoshop® version 6 or higher and saved in a multi­
layer graphics file format (a format that preserves multiple layers of clipart, images, and/or text 
in a single file) . All map-based exhibits shall be provided in ESRI ArcGIS version 9.0 or higher 
format. All GIS data shall be provided in ArcGIS geodatabase or shapefile format. 

B. Plan Check Services for Fire Department 

1. Plans may be assigned to consultants for review in one of two categories: 

• Fire Protection System Plan Review: Proposals shall indicate how standard plan review of 
plans referred to the Consultant by the City will be accomplished. Standard review shall be 
completed in a maximum of ten calendar days from the date the City assigns the plan for 
review. For all standard plan reviews, the City charges the customer 65% of the Building 
Permit fee. The Building permit fee is based on the Fire Prevention Fee Schedule (Exhibit 2). 
The proposal shall specify the percentage of the plan review fee charged by the City that the 
consultant shall keep for each application reviewed. 

• Fire and Life Safety Plan Review: Proposals shall indicate how standard plan review of plans 
referred to the Consultant by the City will be accomplished. Standard review shall be completed 
in a maximum of ten calendar days from the date the City assigns the plan for review. The 
proposal shall specify the hourly cost of Fire and Life Safety plan review services that the 
consultant charges for each application reviewed. 

C. Permit Processing 

• Provide the services of permit technicians to cover the Building Division 's public counter, 
answer phone calls, accept plan check applications, and issue permits. 

• Maintain communications with applicants and other people contacted during the course of 
work, including staff from City departments . Respond to inquiries about projects from 
residents and applicants. 

• Utilize City electronic and paper files to research previous and/or related permits. 
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~ I DA Tl! (MM/DDIYYYY) A .CC>R 
CERTIFICATE OF LIABILITY INSURANCE I...--- 9/1/2017 

THIS CERTIFICATEIS ISSUED AS A MATIER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER. 

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(les) must have ADDITIONAL INSURED provisions or be endorsed. 
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on this 
certificate does not confer ri!lhts to the certlflcate holder in lieu of such endorsement(&). 

PRODUCER CONTACT 
NAUE· 

NUTMEG INSURANCE AGENCY INC /PHS PHONE l~A)( 443 - 6112 (NC, No, Ext): (866) 46 7- 8730 (A/C, No): ( 8 8 8 ) 

025 65 7 P : (866) 467 - 8730 F: ( 888) 443-6112 E·MAJL 
ADDRESS: 

PO BOX 29611 INSURER($) AFFORDING COVERAGE NAICt 

CHARLOTTE NC 28229 INSURERA : Sentinel I ns Co LTD 11000 

INSURED INSURERS: 

INSURER C : 

J EANELLE HEASTON INSURER D : 

8964 ARROWLEAF CIR INSURER E : 

CORONA CA 92883 lNSURER F: 

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER: 
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLI CY PERIOD 
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE 
TERMS.EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

INSR TYPE Of" INSURANCB .A DDL SUBR POLICY NUMBER POLICYBFF POLICY EXP UM/TS ...•. ... ,. IMM/DDIYY Y1'1 ·····- -"'-··-ft 
COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE sl , 000 , 000 

-
~ CLAIMS-MADE 0occUR DAMAGE TO RENTED sl , 000 , 000 PREMISES (Ea occum,nce) -

A X General Liab 02 SBM TU9 151 09 / 24 / 2017 09 /2 4/2018 MED EXP (Any ono person) slO , 000 -
PERSONAL & ADV INJURY $1,000, 000 -

GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE s2 , 000 , 000 =j POLICY D ~:& 0 LOC PRODUCTS - COMP/OP AGG s2,000 , 000 
OIBER: $ 

AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT $ (Ea accidonl) -
ANY AUTO BODILY INJURY (Por person) $ - OWNED - SCHEDULED 
AUTOS ONLY AUTOS 

BODILY INJURY (Per accident) $ 
-

HIRED 
1---

NON-OWNED PROPERTY DAMAGE 
AUTOS ONLY AUTOS ONLY (Per accident) $ 

- 1---

$ 

UMBRELLA LIAB H OCCUR EACH OCCURRENCE $ 
-

EXCESS LIAB CLAIMS-MADE AGGREGATE $ 

oeol !RETENTION$ 
$ 

WORKERS COMPBNSATTON ,:~:TIJTE I 
IOTH· 

AND EMPLOYERS' UA/llUTY ER 

ANY PROPRIETOR/PARTNER/EXECUTIVE YIN E.L. EACH ACCIDENT $ 

OFFICER/MEMBER EXCLUDED? 

D NIA - $ (Mandatory In NH) E.L. DISEASE- EA EMPLOYEE 
-

If yes, dosaibe under E.L. DISEASE - POLICY LIMIT $ 
DESCRIPTION OF OPERATIONS below 

DESCRIPTION OF OPERA TIONS I LOCA nONS I VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached If more space is required) 

Those usual to the Insured' s Operations . 

CERTIFICATE HOLDER CANCELLATION 
SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED 
BEFORE THE EXPIRATION DATE THEREOF, NOTICE WILL BE 
DELIVERED IN ACCORDANCE WITH THE POLICY PROVISIONS. 

CITY OF COS TA MESA AUTHORfZEO REPRESENTATIVE 

77 FAIR DR 7~ 7~t.L.:.~ 
COSTA MESA, CA 92626 

© 1988-2015 ACORD CORPORATION. All rights reserved. 
ACORD 25 (2016/03) The ACORD name and logo are registered marks of ACORD 
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Permit Management 
Solutions 

May 31, 2017 

City of Costa Mesa 
City Hall 
Office of the City Clerk 
77 Fair Dr. 

Costa Mesa, CA 92628-1200 

Permit Management Solutions is pleased to provide the following RFP No. 17-22, to the City of 
Costa Mesa for Permit Processing Services. 

Permit Management Solutions is located at 8964 Arrowleaf Cir., Corona, CA 92883. The 
mailing address is 2279 Eagle Glen Pkwy. Ste. 112-421 Corona, CA 92883 . The contact phone 
number is 909-633-4094 and the fax number is 951-277-3534. 

Permit Management Solutions has been in business since 2011 and has been providing permit 
processing services to the City of Placentia and currently, the City of Costa Mesa. As a current 
vendor of the City of Costa Mesa, providing this service in the Development Services 
department since October 2016, no additional training will be needed by the City of Costa Mesa 
staff. Permit Management Solutions is able to provide and assist when needed. 

Thank you for the opporturuty to provide the City of Costa Mesa with professional services. If 
you should have any questions or concerns, please feel free to contact me directly. 

President 

Phone: {909) 633-4094 
Fa.x (951) 277-3534 

2279 Eagle Glen Pkwy. 
Suite #112-421 
Corona, Ca 92883 
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Attachments 

1. Vendor Application Form 
2. Company Profile & References 
3. Ex Parte Communications Certificate 
4. Staffing Plan 
5. Cost Proposal 
6. Disclosure of Government Positions 
7. Disqualifications Questionnaire 
8. Resume 
9. Addendum No. 1 attachments 



APPENDIX B 
FORMS 

Vendor Application Form 

Ex Parte Communications Certification 

Disclosure of Government Positions 

Disqualifications Questionnaire 

Company Profile & References 

Staffing Plan 
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VENDOR APPLICATION FORM 
FOR 

RFP :\"0. 1 7-22-CO 1668 

RFP No. 17-22 PLAN CHECK AND PERMIT PROCESSING SERVICES 

TYPE OF APPLICANT: 0 NEW ~ CURRENT VENDOR 

Legal Contractual Name of Corporation : ~(mi± ~emef\t & \tA.-fi0()$ 

Contact Person for Agreement: bYJ ~ \ \C, S , )+ea,s TO() 

Corporate Mailing Address: 

City, State and Zip Code: 

z.z..,ct e~,e-- Glro1?hwj ~\\Z-42..l 
Qo ,o (Ul.1 CA-- Cl'Z-8:~3 

E-Mail Address: ~\l.At'lci\~Ston ~ s~ lo ~J. ne..+-
Phone: qo9i-{J33-L\Qqt.} Fax: C\5\ --Z11-~S'3L\--

Contact Person for Proposals: ~l te,... $. · ~1::oO 
Title: :::t)\c_., l)W 0GC: 

Business Telephone: qoq ... u,.3yl-{-(At_{. 

E-Mail Address: ~~~~lo~(.~ 

Business Fax: Clst,Z,l'-3'5~1-t 
ls your business: (check one) 

0 ON PROFIT CORPORATIO 

ls your business: (check one) 

0 CORPORA TIO 

D INDIVIDUAL 

D p ARTNERSHIP 

~FOR PROFIT CORPORATION 

0 LIMITED LIABILITY PARTNERSHIP 

0"°SOLE PROPRIETORSHIP 

0 UNINCORPORATED AS SOCIA TIO I 
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Names & Titles of Corporate Board Members 

(Also list ames & Titles of persons with written authorization/resolution to sign contracts) 

Names Title Phone 

Federal Tax Identification umber: ~ _,5S"""-"".wc........a\_- __ 5"'-~=--?lQ.....,..O<.-\......,$""'---_______ _ 

City of Costa Mesa Business License umber: 

(If none, you must obtain a Costa Mesa Business License upon award of contract. ) 

City of Costa Mesa Business License Expiration Date: 
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EX PARTE COMMUNICATIONS CERTIFICATION 

Please indicate by signing below one of the following two statements. Only sign one statement. 

I certify that Proposer and Proposer's representatives have not had any communication with a City 
Councilmember concerning RFP No. 17-22 PLAN CHECK AND PERMIT PROCESSING SERVICES at 
any time after May 19, 2017. 

ff·~ 
~,e.,[k, s.. ~-ltirt 

Date: ~ S-~ 3~\,~\_1..___ _ _ 

Print 

OR 

I certify that Proposer or Proposer's representatives have communicated after May 19, 2017 with a City 
Councilmember concerning RFP No. 17-22 PLAN CHECK AND PERMIT PROCESSING SERVICES. A 
copy of all such communications is attached to this form for public distribution. 

Date: ----------
Signature 

Print 
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DISQUALIFICATION QUESTIONNAIRE 

The Contractor shall complete the following questionnaire: 

Has the Contractor, any officer of the Contractor, or any employee of the Contractor who has proprietary interest 
in the Contractor, ever been disqualified, removed, or otherwise prevented from bidding on, or completing a 
federal , state, or local government project because of a violation of law or safety regulation') 

Yes No 

If the answer is yes, explain the circumstances in the following space. 
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DISCLOSURE OF GOVERNMENT POSITIONS 

Each Proposer shall disclose below whether any owner or employee of Contractor currently hold positions as 
elected or appointed officials, directors, officers, or employees of a governmental entity or held such positions in 
the past twelve months. List below or state "None." 
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Companv Profile 

Company Legal ame: Ye:e..MtT MA::NM E yY\e)JT ~UA."'T \ OJ\l«:;;. 

RFP J\0. l 7-22-CO I668 

Company Legal Status (corporation, partnership, sole proprietor etc.): ~U:5 ~tz...o~i?-.J ~'2..... 

ActiYe licenses issued by the California State Contractor·s License Board: ___________ _ 

Business Address: 2..2-,q c5Cl.8\e., 61:ro -:P~w~ -:ii: \\'.Z-4'2..-\ C1wn:Da~ &A:-£'.1z.zg3 
Website Address: -----------------------------

Telephone um'1er:qQq-~33-L\-(AL\- Facsimile umber: 95\ ,Z,1(- °3£'3L{-­
Email Address: __1eJJJ\fl\e.-hc.a..Stoo @, 5bc. S lobtt..\. nc...t 
Length of time the firm has been in business: {_p \lc.,1.r:S Length of time at current location: lo yetle$ 
Is your finn a sole proprietorship doing business un-a; a different name: _L_ Yes o 
If yes, please indicate sole proprietor' s name and the name you are doing business under:..Je.lntlk lla.snn l)aA: ~l}""~ 
Is your firm incorporated: __ Yes V'No If yes, State of Incorporation: ~,-ot-ts 
Federal Taxpa)·er ID umber~=------''5=c...,=5=,.-,-I --5--=~::....-_?l,-'--""',_,\L...::5'----~-------------
Regular business hours: '8-S: M,c,.J. Thr::~h..frlda,,u_ 
Regular holidays and hours when business is closed: MLkaid..t fui \ tdat1s aocl 
ltJe.e.,&xldS .. 

Contact person in reference to this solicitation: J.ea..vte..l l-e..- 'S , b+nvt 
Telephone umber:qnq .... (J33--t.\oqLfFacsimile umber: qs l -z.,-z1- oS~ 
Email Address: ~l\c.-V)~@., 'f:bc.,g lowtJ, v,e_f 

Contact person for accounts payable: ~C.,\ \e.,, £. ~+on 
Telephone umber:C\Dll-{~33::±at4-Facsirnile Number: qS\- z...,,,- "59:J- t 
Email Address: Je.Anel \e.OC4f--A"O'() ~ Sbc.-[J loba.J. I r1e..± 

ame of Project Manager: ~le.,. S .1:-bs-+on 
Telephone umber:qQQ<-~Y=°acsirnile umber: Cf5\-'Z-,-,-3'S"Yf­

Email Address: ~\l.oJ!\e,l\c-Ylut?h)Y) ~'S~ lD w. Ae+ 
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COMPANY PROFILE & REFERENCES 
(Continued) 

Submit the company names, addresses, telephone numbers, email , contact names, and brief contract descriptions of at least 
five clients, preferably other municipalities for whom comparable projects haye been completed or submit letters from your 
references which include the requested information. 

Company rune : C.xt3 Ot &rt-im.. Telephone Number: 7t ':f-Gfq5-K ltt I 
Contact arne: S\"<:.,\JG P l.SU]l l Contract Amount: .$ L\-t, 000 

Email: se i5eN\e.-\ @..1? (Cl..Cet'.J:titl, 0 Y-j 
Address : 46\ E , ~MM fut,) J7lo.rt:o±ta. M qi.i10 

Brief Contract Description f?W l ~.ecm1+ ::tcchD tel o.n Servi c.e-s Sq-}. 20 IS -£<fl-. Zll 1 ~ 
Company arne:~-±:J Ot- Cffstt.l Telephone umber: 71 L.\:- ]S'-t -SI "Z-2-

Contact am-;f°MWm,.. l.eA-tiU.( Qea.u Contract Amount: $4~'.t COO 
Address: 7 7 f14:t L. '"Di... C1os+zt ~ CA qUoUp 

Emru1:-raJY1a.ra.A Le+ou.cnca...u (,3 C,asto. mesa ca .3av 
Brief Contract Description:T n+eci ro fumt+--:Technic1'ar1 ~f\(lleS Ocl-.Z.Ollo-?~U\.4 

Company arne: _______ _ Telephone umber: ________ _ 

Contact ame: Contract Amount: --------- ----------

Email: ----------------------------

Address: ---------------------------

Brief Contract Description: _____________________ _ 

Company ame: _______ _ Telephone umber: _________ _ 

Contact aine: Contract Amount: --------- -----------

Address: ---------------------- ------

Email : -----------------------------

Brief Contract Description:-----------------------

Company ame: _______ _ Telephone umber: _________ _ 

Contact ame: --------- Contract Amount: __________ _ 

Email : -----------------------------

Address:----------------------------

Brief Contract Description: ______________________ _ 
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ST AFFlNG PLAN 

1. Primary Staff to perform Agreement duties 

erience 

2. Alternate staff (for use only if primary staff are not aYailable) 

Name Classificationffitle Years of Experience 

Substitution or addition of Contractor' s key personnel in any given category or classification shall be allowed 
only with prior written approval of the City Project Manager. 

The Contractor may reserve the right to involve other personnel , as their services are required. The specifi c 
individuals will be assigned based on the need and timing of the service/class required. Assignment of 
additional key personnel shall be subject to City Project Manager approval . City reserves the right to have 
any of Contractor personnel removed from pro iding services to the City under this Agreement. City is not 
required to provide any reason for the request for removal of any Contractor personnel. 
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Background and Project Summary 

With over 20 years of experience in the permit processing department, Permit Management 

Solutions proposes to offer Permit Processing Services to the City of Costa Mesa, its business 

owners and over 110,000 residents. Being that Costa Mesa is home to many large companies 

such as Yolcom, Vans, Rip Curl, The Segerstrom Center for the Arts, South Coast Plaza and 

recently, The Los Angeles Charges, it is essential that the Building department be fully staffed at 

all times. 

It is the understanding that the City of Costa Mesa is in need of Permit Processing Services 

during various times. Should staff be absent for long periods of time for medical family, 

vacation, bereavement leave or during laps of employment, Permit Management Solutions is able 

to provide the necessary qualified staff to assist when needed. With the city providing a heavy 

volume of business on a daily basis assisting at the public counter, Permit Management Solutions 

is happy to provide support when needed . 

With two full-time Permit Technician positions currently vacant, Permit Management Solutions 

is currently working in the Building department and will be happy to provide training to the 

newly hired personnel while assisting customers at the public counter, over the phone and by 

email. Permit Management Solutions wil l work closely and independently with staff, outside 

agencies and other departments to coordinate all current and incoming development services 

projects. 

The objective is to work within the Development Services department assisting customers and 

staff with processing permits, taking in plans, calculating fees, utilizing Permits Plus permitting 

software, Real Quest software, answering technical code questions, contacting applicants 

regarding the plan check status and procedures. Permit Management Solutions will work closely 

with other departmental staff and assisting with on- going projects within the city with no 

interruption in service. 

The goal of Permit Management Solutions is to provide outstanding customer service in a timely 

and efficient manner each and every time. With many large projects on the horizon and new staff 

to be trained in the immediate future at the City of Costa Mesa, Permit Management Solutions is 

able to assist with all of those needs . 
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Company Experience and Capabilities 

In 2011 Permit Management Solutions was created with the goal of providing professional 

Permit Technician services. Since then, Permit Management Solutions has contracted with the 

City of Placentia as well as the City of Costa Mesa in providing Building Permit Technician 

services and training of new staff 

As the owner of Permit Management Solutions, I have personally worked as a Building Permit 

Technician since 1998 . Working as the only Permit Technician for the City of Placentia, my 

responsibilities to the city were very extensive. During my time working for the City of Yorba 

Linda, we experienced exceptional growth. The number of customers that were assisted on a 

daily basis reached up to 80 per day between myself and one other Permit Technician. I have a 

competent understanding and knowledge of the current and previous building, mechanical , 

electrical, plumbing, energy and residential codes. 

I personally assisted with the disaster relief efforts during the 2008 fires that destroyed 118 

homes and damaged over 50 more in Yorba Linda. I worked on weekends and evenings to assist 

the residents affected by the fires . Assisting residents and their insurance companies to obtain 

records for property lost and to ensure every effort was given to provide re-build permits so that 

the owners could start building their new homes in a timely manner. For a short time I was the 

sole Permit Technician for 80 plus customers a day. With this said, I am very experienced with 

working under stressful conditions while maintaining professional and proficient customer 

service at all times. 

I have been working with the City of Costa Mesa on a contract basis as a Building Permit 

Technician since October 2016. During this time, I have been utilizing the Permits Plus 

software, the same one that I worked with for 10 while employed with the City of Yorba Linda. 

I have also assisted in training new contract staff at the permit counter. I have been working 

closely with the Costa Mesa Fire staff, contract plan check staff, Sanitation and Water Districts 

as well as staff within other departments to assist customers with the plan check and permitting 

process. 
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Approach and Methodology 

Permit Management Solutions intends on providing a dedicated approach to the City of Costa 

Mesa to offer services on an on-going basis as needed. It is the intent to work solely with one 

city at a time being that Permit Management Solutions is a sole proprietor company. Every 

effort to provide professional, efficient, reliable and timely service to the customers and staff 

seeking assistance at the cit of Costa Mesa will be the number one priority of Permit 

Management Solutions. No additional cost in staff training time will be required . Permit 

Management Solutions has been working closely and efficiently with city staff within the City of 

Costa Mesa for over 7 months and therefore requires no additional training. The City of Costa 

Mesa can contact Permit Management Solutions when the need should arise for staffing at the 

permit counter one day prior to the requested date of the staffing needs. 

Qualifications 

Jeanelle Heaston has 20 years of experience working as a Permit Technician within 

municipalities enforcing compliance of the California and International Building Energy, Green 

and Residential Plumbing, Electrical, Mechanical , Codes. 

Attended many ICC training courses for Building Permit Technician, Code Compliance and 

Plan Review 

10-key by touch 

Type 65 wpm 

Working knowledge of Permits Plus permitting software 

20 years experience with performing minor plan review over the counter 

Proficient in calculating fees for plan check and permit issuance 

Proficient in providing financial and permit activity reports 

Permit Management Solutions has been in business since 2011 

Disclosure 

Permit Management Solutions is a current vendor of the City of Costa Mesa. City employees 

and I have a current and friendly business relationship. Tamara Letourneau and I have 

personally worked together at the City of Yorba Linda for several years. 
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COST PROPOSAL 
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RFP No. 17-22 
PLAN CHECKING AND PERMIT PROCESSING SERVICES 

Provide hourly rates, along with estimated annual pricing in accordance with the City's current 
requirements, as set forth in section Scope of Work, Attachment A. Also provide your firm's proposed 
Staffing Plan on a separate sheet of paper. Proposer should use a separate form to state pricing for any 
added value. 

Pricing shall remain firm for a minimum of two (2) years. Any and all requests for pricing adjustments for follow­
on contract renewal periods shall be provided no later than sixty (60) days prior to the end of the contract period. 
Any such proposed price adjustments shall not exceed The Bureau of Labor Statistics Consumer Price Index 
(CPI) data for Los Angles-Riverside-Orange County, CA, All Items, Not Seasonally Adjusted, "annualized 
change comparing the original proposal month and the same month in the subsequent year. (This information may 
be found on the U.S. Department of Labor's website at www.bls.2:ov.) 

Job Title Hourly Rate Overtime rate 

Plans Examiner $ $ 

Plan Check Engineer $ $ 

Chief Plans Examiner (Supervisor) $ $ 

Permit Processing $ l;s.oa $ 

1s.oo 
Permit Technician I and II $ l.PS-~ ao $ 

-ZS:. oO 
Fire Plans Examiner $ $ 

$ $ 

$ $ 

I Total Estimated Hourly Range I$ &i.~ 
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RFP 17-22-. ddendum=l-C01668 

PLAN CHECKING AND PERMIT PROCESSING SERVICES 

Provide hourly rates, along with estimated annual pricing in accordance with the City's 
current requirements, as set forth in section Scope of Work, Attachment A. Also provide 
your firm's proposed Staffing Plan on a separate sheet of paper. Proposer should use a 
separate form to state pricing for any added value. 

Pricing shall remain firm for a minimum of two (2) years. Any and all requests for pri cing 
adjustments for follow-on contract renewal periods shall be provided no later than sixty (60) 
days prior to the end of the contract period. Any such proposed price adjustments shall not 
exceed The Bureau of Labor Statistics Consumer Price Index (CPI) data for Los Angles­
Riverside-Orange County, CA, All Items, Not Seasonally Adjusted, "annual ized change 
comparing the original proposal month and the same month in the subsequent year. (This 
information may be found on the U. S. Department of Labor' s website at www.b1s.g0\ .) 

Job Title Hourly Rate Overtime rate 

Plans Examiner $ $ 

Plan Check Engineer $ $ 

Chief Plans Examiner (Supervisor) $ $ 

Permit Processing $ 
lo5.60 

$ 
ry 5 · 0 0 ,rx,r kr. 

Permit Technician I and TI $ $ 
l 

loS.60 1S. ao 17-'r kr 
Fire Plans Examiner $ $ 

$ $ 

$ $ 

I Total Estimated Annual Price 
1

$ 
. '50,000 .oo 

5 



RFP I -22-:\ddendum=l-COl668 

All other provisions of the request for proposal shall remain in their entirety. 

Vendors hereby acknowledge receipt and understanding of the above Addendum. 
Complete and submit this Addendum with your proposal 

~( nti +- [V~ nltM-~ I t,tti o ~ 
Company Name 

Zz. ,q ~ !e.., ' IM? ~w~dt- 11 z.-'-f2.1 
Address 
U)r6f1CL 0,A- qz_'3~3 
City State Zip 

6 



8964 Arrowleaf Cir. 
Corona, C 92883 
(909)633-4094 

Experience 
J uly 20ll-Present 

Owner/CEO 

Jeanelle Heaston 

Permit Management ~olution Corona, CA 

• Processing and exp diting plans and permit applications on b half of 
various clients. 

ptemb r 2015- eptemb r 2016 
City of Placentia 

Contract Building Permit T chnician 
Plac mia, C 

• Duties includ d: Processing of permit applications, revi wing plans and 
applications for ac uracy. Facilitating plans between Planning 
d parcment, and Public \rVorks d partin nt. 

• \lonthly p rmit and financial reporting to various ntities. Calculating 
permit and plan ch ck £ es. Filing, typing, and various clerical duties. 
Scheduling inspections, custom r s rvic , and training of n w office staff 
and Permit Technicians. 

ugust 2001-July 2011 
City of Yorba Linda Yorba Linda, CA 

Building Pennit Technician 

• Duties included: Generating of monthly permit activity and financial 
reports, issuing certificates of occupancies. Processing and issuing 

p rmits using cc JJa p rmitting software system. 

• Calculating p rmit and plan check fees. R \iew of plans and applications 
for compl t ness and accuracy. 

June 1998-. ugust 2001 
City of Placentia Placentia, CA 

Building Permit T chnician 

• Issuance of permi ts, processing applications for plan r view. Calculating 
permit and plan check fees. Scheduling inspections. \ linor plan check. 

Clerical duti s included: Filing, typing, answering phones. etc. 
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SUBJECT 

CITY OF COSTA MESA, CALIFORNIA 

COUNCIL POLICY 

POLICY 
NUMBER 

DRUG-FREE WORKPLACE 100-5 

EFFECTIVE PAGE 
DATE 
8-8-89 1 of 3 

BACKGROUND 

Under the Federal Drug-Free Workplace Act of 1988, passed as part of omnibus drug legislation 
enacted November 18, 1988, contractors and grantees of Federal funds must certify that they will 
provide drug-free workplaces. At the present time, the City of Costa Mesa, as a sub-grantee of 
Federal funds under a variety of programs, is required to abide by this Act. The City Council has 
expressed its support of the national effort to eradicate drug abuse through the creation of a 
Substance Abuse Committee, institution of a City-wide D.A.R.E. program in all local schools and 
other activities in support of a drug-free community. This policy is intended to extend that effort 
to contractors and grantees of the City of Costa Mesa in the elimination of dangerous drugs in the 
workplace. 

PURPOSE 

It is the purpose of this Policy to : 

1. Clearly state the City of Costa Mesa's commitment to a drug-free society. 

2. Set forth guidelines to ensure that public, private, and nonprofit organizations receiving 
funds from the City of Costa Mesa share the commitment to a drug-free workplace. 

POLICY 

The City Manager, under direction by the City Council , shall take the necessary steps to see that 
the following provisions are included in all contracts and agreements entered into by the City of 
Costa Mesa involving the disbursement of funds. 

1. Contractor or Sub-grantee hereby certifies that it will provide a drug-free workplace by: 

A. Publishing a statement notifying employees that the unlawful manufacture, 
distribution, dispensing, possession , or use of a controlled substance is prohibited in 
Contractor's and/or sub-grantee's workplace, specific;:illy the job site or location 
included in this contract, and specifying the actions that will be taken against the 
employees for violation of such prohibition; 

B. Establishing a Drug-Free Awareness Program to inform employees about: 
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1. The dangers of drug abuse in the workplace; 

2. Contractor's and/or sub-grantee's policy of maintaining a drug-free workplace; 

3. Any available drug counseling , rehabilitation and employee assistance programs; 
and 

4. The penalties that may be imposed upon employees for drug abuse violations 
occurring in the workplace; 

C. Making it a requirement that each employee to be engaged in the performance of the 
contract be given a copy of the statement required by subparagraph A; 

D. Notifying the employee in the statement required by subparagraph 1 A that, as a 
condition of employment under the contract, the employee will : 

1 . Abide by the terms of the statement; and 

2. Notify the employer of any criminal drug statute conviction for a violation occurring 
in the workplace no later than five (5) days after such conviction ; 

E. Notifying the City of Costa Mesa within ten (10) days after receiving notice under 
subparagraph 1 D 2 from an employee or otherwise receiving the actual notice of such 
conviction; 

F. Taking one of the following actions within thirty (30) days of receiving notice under 
subparagraph 1 D 2 with respect to an employee who is so convicted: 

1. Taking appropriate personnel action against such an employee, up to and 
including termination; or 

2. Requiring such employee to participate satisfactorily in a drug abuse assistance or 
rehabilitation program approved for such purposes by a Federal , State, or local 
health agency, law enforcement, or other appropriate agency; 
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G. Making a good faith effort to maintain a drug-free workplace through implementation 
of subparagraphs 1 A through 1 F, inclusive. 

2. Contractor and/or sub-grantee shall be deemed to be in violation of this Policy if the City 
of Costa Mesa determines that: 

a. Contractor and/or sub-grantee has made a false certification under paragraph 1 
above; 

b. Contractor and/or sub-grantee has violated the certification by failing to carry out 
the requirements of subparagraphs 1 A through 1 G above; 

c. Such number of employees of Contractor and/or sub-grantee have been convicted 
of violations of criminal drug statutes for violations occurring in the workplace as 
to indicate that the contractor and/or sub-grantee has failed to make a good faith 
effort to provide a drug-free workplace. 

3. Should any contractor and/or sub-grantee be deemed to be in violation of this Policy 
pursuant to the provisions of 2 A, B, and C, a suspension, termination or debarment 
proceeding subject to applicable Federal , State, and local laws shall be conducted. Upon 
issuance of any final decision under this section requiring debarment of a contractor and/or 
sub-grantee, the contractor and/or sub-grantee shall be ineligible for award of any 
contract, agreement or grant from the City of Costa Mesa for a period specified in the 
decision, not to exceed five (5) years. Upon issuance of any final decision recommending 
against debarment of the contractor and/or sub-grantee, the contractor and/or sub-grantee 
shall be eligible for compensation as provided by law. 




