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PART A - INTRODUCTION 
 
1.0 SCOPE OF WORK 

1.1 The County of Los Angeles (County) Treasurer and Tax Collector (TTC) is 
administrating this Request For Statement of Qualifications (RFSQ) on behalf of 
the County’s Office of the Public Administrator (PA).  The PA is seeking 
qualified mortuary establishments (Establishment) by way of this RFSQ to 
provide mortuary services for decedents whose estates are being administered 
by the PA. 

    
1.2 Administration of an individual estate by the PA may include arranging for a 

proper funeral service, burial, or other disposition of the decedent.  
 

1.3 In accordance with Sections 7600 & 7600.5 of the Probate Code, and Section 
7100 of the Health & Safety Code, the PA may provide the administration of 
decedent estates.   

 
1.4 The PA will utilize a Mortuary Master List (List) when making referrals to eligible 

Establishments for a decedent to be prepared, given a proper funeral and 
arrangements made for burial or other disposition as directed by the PA.  The 
List will become effective on November 28, 2005, and will continue to be 
effective until October 31, 2015, or upon the effective date of a new list resulting 
from a subsequent solicitation document for the mortuary services, whichever 
occurs first.  Establishments included on the List will be able to provide an array 
of services necessary for the funeral and arrangements for the disposition of a 
decedent in a manner that is in accordance with the decedent’s wishes, and/or 
the PA’s instructions and in compliance with the applicable federal, state, 
county and local laws, ordinances and regulations.    

 
2.0 OVERVIEW OF SOLICITATION DOCUMENT 

This RFSQ is composed of the following parts: 
 

2.1 PART A – INTRODUCTION – Scope of Work, Overview of Solicitation 
Document, Minimum Qualifications, Subsequent Establishment Eligibility, and a 
timeline for this RFSQ. 

 
2.2 PART B – GENERAL INFORMATION – Includes information regarding general 

requirements and processes in order to be included to the List.   
 

2.3 PART C – SUBMISSION INSTRUCTIONS - Includes instructions a Prospective 
Establishment must follow when submitting Statement of Qualifications 
(SOQ).  
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2.4 PART D – SOQ REVIEW AND SELECTION PROCESS - Provides an overview 
of the review and selection process. 

 
2.5 PART E – STATEMENT OF WORK Details the work to be provided by an 

Establishment that is included in the Mortuary Master List.  
 

2.6 PART F – REQUIRED FORMS Contains all the forms required to be completed 
when submitting an SOQ. 

 
2.7 PART G –  ATTACHMENT   

 
3.0 MINIMUM QUALIFICATIONS  

A Prospective Establishment must meet each of the following Minimum 
Qualifications: 
 
3.1 Provide evidence of having at least one location in Los Angeles County to 

perform mortuary services along with evidence of having a valid funeral 
establishment license issued by the California Department of Consumer Affairs, 
Cemetery and Funeral Bureau (Bureau) for each location within the County of 
Los Angeles.   

 
3.2 Must provide evidence of financial stability sufficient to maintain an 

Establishment. 
 
3.3 Funeral Director and other persons that have contact with the PA and the public 

shall be able to effectively communicate in English both orally and in writing.    
 

3.4 A Prospective Establishment shall provide evidence of having sufficient 
experienced staff to perform all of the necessary mortuary services required by 
the PA and to successfully maintain an Establishment.  Establishment must list 
the total number of staff employed by the Establishment and the job 
title/classification for each position. 

 
3.5 Provide evidence of employing at least one full-time funeral director licensed by 

the Bureau for each location or as allowed by the Bureau.  If a full-time director 
is not provided for each location, documentation from the Bureau is required.   

 
3.6 Provide evidence of employing or having reasonable access to at least one 

embalmer with a valid embalmer license issued by the Bureau.   
 
3.7 As appropriate, provide evidence of a valid embalmer apprentice license issued 

by the Bureau.  
 

3.8 Establishment must be found to be Responsive and Responsible.  
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4.0 SUBSEQUENT ESTABLISHMENT ELIGIBILITY 
TTC also invites future Prospective Establishments, as they become licensed by the 
Bureau and who can meet the minimum requirements as stated in Section 3.0 above 
to submit an SOQ in response to this RFSQ for mortuary services.  New licensees will 
be required to submit an SOQ, be responsive, responsible and meet the same 
Minimum Qualifications set forth in this RFSQ.  SOQs must be submitted in the format 
required in this solicitation, and will be subject to the same List expiration date as 
stated in this RFSQ.  SOQs will be accepted throughout the term of the List or until the 
release of a subsequent solicitation document for mortuary services, whichever occurs 
first.    

 
5.0 RFSQ TIMELINE 

5.1 This timeline is tentative for this RFSQ and is subject to change:  
 

 Release of RFSQ    September 20, 2005  

 Conference     October 5, 2005, 2:00 p.m. 

 Written Questions Due   October 6, 2005 

 Questions and Answers Released  October 12, 2005 

 Initial SOQ Deadline    October 24, 2005, 2:00 p.m.  
(Pacific Time) 

 List effective date    November 28, 2005  
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PART B – GENERAL INFORMATION 
 
1.0 MORTUARY MASTER LIST PROCESS  

1.1 The objective of this RFSQ is to secure qualified Establishments to provide 
mortuary services for the PA.  Qualified, licensed Establishments that can 
provide services in Los Angeles County are invited to apply.  Specific tasks and 
deliverables are more fully discussed in Part E, Statement of Work (SOW) of this 
RFSQ. 

 
1.1.1 The List will be populated with qualified, eligible Establishments that meet 

and continue to meet the PA’s requirements. 
  
1.1.2 Upon the effective date of the resulting List, only licensed, qualified and 

eligible Establishments included on the List will be selected by the PA to 
provide mortuary services on an as needed basis. There is no minimum or 
maximum usage guaranteed to any Establishment included on the List.  
Payment for all services shall be in accordance with the SOW. 

 
1.1.3 The PA intends to utilize the List in the selection of a mortuary when either 

by will, written burial instructions, written pre-need contract, oral 
designation supported by affidavits, or other means, the decedent 
selection of a mortuary is not known, or when selection by the next of kin 
is not made.    

2.0 LIST TERM  
2.1 The List is expected to commence on November 28, 2005, and will expire on 

October 31, 2015, or upon the effective date of a new List resulting from a 
subsequent solicitation document for mortuary services, whichever occurs first.   

 
2.2 TTC will accept SOQs from Prospective Establishments on behalf of the PA 

throughout the duration of this List Term or until the release of a subsequent 
solicitation document for mortuary services.  The Establishment‘s eligibility to be 
selected to provide services to the PA will be effective upon the date of the 
Establishment’s inclusion to the List.  The PA may remove an Establishment from 
the List at any time as set forth in the SOW.  The only time an Establishment is 
eligible to be selected to provide services to the PA is when the Establishment is 
included on the List, unless a pre-need agreement or the decedent’s preference 
of a mortuary is known.      

 
2.3 An Establishment that has been removed or suspended from the List by the PA 

may submit a SOQ upon meeting the minimum requirements and/or upon 
expiration of the suspension period imposed by the PA. 
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2.4 A SOQ that is submitted either on or after October 31, 2015 or upon the release 
of a subsequent solicitation for mortuary services, from a Prospective 
Establishment that is suspended by the PA will be rejected. 

 
2.5 Inclusion on the List does not guarantee a minimum or maximum number of 

referrals from the PA.   
 

2.6 An Establishment, including the principle owner(s) of an Establishment that 
appears on the County’s Debarment List, the State of California’s Debarment List 
or Federal Excluded Parties List shall not be included on the List.   
   

3.0 CONTACT WITH COUNTY PERSONNEL 
3.1 Any contact regarding this RFSQ or any matter relating thereto must be in writing 

and typewritten, or word-processed.  Any correspondence from a Prospective 
Establishment must include their agency’s name, contact person, address, 
telephone and fax number, and must be mailed, hand-delivered or faxed as 
follows: 

County of Los Angeles 
Treasurer and Tax Collector 
Contracts Section 
Attn: PA Contract Analyst  
500 West Temple Street, Room 464 
Los Angeles, CA 90012 
 
Facsimile (213) 687-4857 

  
3.2 Any questions received after October 6, 2005, at 2:00 p.m. may not be 

responded to in the October 12, 2005, Questions and Answers, at the TTC’s sole 
discretion, but may be addressed at a later date. 

 
3.3 The Prospective Establishment shall bear all risks associated with failure or delay 

in delivery by any devise, person or entity, including the US Mail. 
 

4.0 INSURANCE  
A Prospective Establishment shall be required to provide to the PA proof of insurance 
coverage for all the programs of insurance in accordance with Part E, SOW, Section 
4.1.3.   
 

5.0 INJURY AND ILLNESS PREVENTION PROGRAM (IIPP)  
 An Establishment shall be required to comply with the State of California’s, Cal/OSHA’s 

regulations.  Section 3203 of Title 8 in the California Code of Regulations requires all 
California employers to have a written, effective Injury and Illness Prevention Program 
(IIPP) that addresses hazards pertaining to the particular workplace covered by the 
program.   
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6.0 BACKGROUND INVESTIGATIONS  

Establishment shall comply with background investigations for employees as required 
by the Bureau and any other federal, state, county or local requirements.  
 

7.0 COMPLIANCE WITH APPLICABLE LAWS 
Establishment shall conform to and abide by all applicable municipal, county, state and 
federal laws and regulations, court rules, and ordinances, insofar as the same or any of 
them are applicable.  Insofar as permits and/or licenses are required for the prescribed 
services, the same must be obtained from the regulatory agency having jurisdiction 
thereover.  
 

8.0 EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT  
Prospective Establishment shall be required to comply with the Confidentiality provision 
contained in Part E, SOW, Section 9.0.     
    

9.0 COUNTY RIGHTS & RESPONSIBILITIES  
The County has the right to amend this RFSQ by written addendum.  The County is 
responsible only for that which is expressly stated in this solicitation document and any 
authorized written addenda thereto.  Such addendum shall be made available upon 
request.  Should such addendum require additional information not previously 
requested, failure to address the requirements of such addendum may result in the 
SOQ not being considered, as determined in the sole discretion of the TTC.  TTC is not 
responsible for and shall not be bound by any representations otherwise made by any 
individual acting or purporting to act on its behalf. 
 

10.0 CONFLICT OF INTEREST  
No County employee whose position in the County enables him/her to influence the 
selection of an Establishment for this RFSQ, or any competing RFSQ, nor any spouse 
or economic dependent of such employees, shall be employed in any capacity by a 
Prospective Establishment or have any other direct or indirect financial interest in the 
selection of a Establishment.  The Prospective Establishment shall certify that he/she is 
aware of this as stated in Part F, Required Forms, Form 1, Certification of No Conflict of 
Interest. 
 

11.0 NOTICE TO PROSPECTIVE ESTABLISHMENTS REGARDING PUBLIC RECORDS 
ACT  
11.1 Responses to this RFSQ shall become the exclusive property of the County.  At 

such time as when the List becomes effective and contains qualified 
Establishments, all such SOQs submitted in response to this RFSQ, become a 
matter of public record, with the exception of those parts of each SOQ which are 
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defined by the Prospective Establishment as business or trade secrets, and 
plainly marked as “Trade Secret,” “Confidential,” or “Proprietary.” 

 
11.2 The County shall not, in any way, be liable or responsible for the disclosure of 

any such record or any parts thereof, if disclosure is required or permitted under 
the California Public Records Act or otherwise by law.  A blanket statement of 
confidentiality or the marking of each page of the SOQ as confidential shall not 
be deemed sufficient notice of exception.  The Prospective Establishment must 
specifically label only those provisions of the SOQ which are “Trade Secrets,” 
“Confidential,” or “Proprietary” in nature. 

 
12.0 OPTION TO REJECT   

The TTC, at his/her sole discretion, may reject any or all SOQs submitted in response to 
this solicitation.  The County shall not be liable for any cost incurred by a Prospective 
Establishment in connection with the preparation and submittal of any SOQ. 
 

13.0 ADMINISTRATIVE REVIEW PROCESS 
13.1 Prospective Establishment shall be notified in writing if the County determines 

that their SOQ is incomplete or non-responsive to this RFSQ.  The letter shall 
state specifically what is missing in the SOQ.  Upon receipt of the letter, the 
Prospective Establishment may request an Administrative Review.  An original 
written request must be received within the deadline specified in the letter, it must 
be typewritten or word-processed and include a copy of the letter received from 
the TTC, and it must also include the Prospective Establishment’s, mailing 
address, contact name and title and include the name and title of person legally 
authorized to bind the Prospective Establishment in an agreement, itemize in full 
and complete detail each matter presented, as well as the factual and/or legal 
reason(s) for the requested review. 
 
The original written request shall be mailed or hand delivered to: 
 

County of Los Angeles 
Treasurer and Tax Collector 
Contracts Section 
Attn: PA Contract Analyst    
500 West Temple Street, Room 425 
Los Angeles, CA 90012 

                                  
13.2 Any Request that strictly complies with the foregoing will be referred for 

consideration by County reviewer(s) not otherwise involved with the review 
process. 

 
13.3 The Prospective Establishment shall be notified in writing of the decision 

regarding the Administrative Review.  The County’s decision is final. 
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14.0 DETERMINATION OF PROSPECTIVE ESTABLISHMENT’S RESPONSIBILITY  
14.1 Responsible Establishment  
  

14.1.1 A responsible Establishment is an establishment who has demonstrated 
the attribute of trustworthiness, as well as quality, fitness, capacity and 
experience to satisfactorily perform mortuary services for the PA.  It is 
the County’s policy to conduct business only with responsible 
businesses. 

 
14.1.2 Particular attention will be given to violations of labor laws related to 

employee compensation and benefits, and evidence of false claims 
made by the Establishment.  Labor law violations which are the fault of 
the subcontractors and of which the Establishment had no knowledge 
shall not be the basis of a determination that the Establishment is not 
responsible. 

 
14.2 Non-responsible Establishment 
  

The TTC may declare a Prospective Establishment to be non-responsible for 
purposes of this List if Prospective Establishment had done, including but not 
limited to, any of the following: (1) committed any act or omission which 
negatively reflects on the Prospective Establishment’s quality, fitness or capacity 
to perform the duties required by the PA or an agreement with any other public 
entity, or engaged in a pattern or practice which negatively reflects on same;  (2) 
committed an act or omission which indicates a lack of business integrity or 
business honesty; or (3) made or submitted a false claim against the County or 
any other public entity. 
 

15.0 DEBARMENT  
15.1 Any Establishment and/or the principle owner(s) of an Establishment listed on the 

Debarment List for Los Angeles County shall not be included and/or shall be 
removed from the List until such time as the Establishment and/or principal 
owner(s) do not appear on the Debarment List for Los Angeles County.   

 
15.1.1 A SOQ submitted from a Prospective Establishment and/or the principle 

owner(s) of a Prospective Establishment whose name(s) appear on the 
Debarment list will be found non-responsible and the SOQ rejected 
without review. 

 
15.1.2 A SOQ submitted from a Prospective Establishment and/or the principle 

owner(s) of a Prospective Establishment whose name(s) appear on the 
Federal Excluded Parties List and/or the California State Debarment List 
will be found non-responsible and the SOQ rejected without review.   

 
 15.2 Subcontractors of an Establishment 
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  These terms shall also apply to proposed subcontractors of a Prospective 

Establishment.  
  
 15.3 Debarment List 

 
15.3.1 Part G, Attachments, Attachment I is a listing of Contractors on the 

Debarment List for Los Angeles County at the time of release of this 
RFSQ. 

 
15.3.2 A Prospective Establishment can access the current list via the County’s 

website at: http://www.lacounty.info/doing_business/DebarmentList.htm 
   

16.0 PROSPECTIVE ESTABLISHMENT’S ADHERENCE TO COUNTY CHILD SUPPORT 
COMPLIANCE PROGRAM 
Establishment shall fully comply with all applicable state and federal reporting 
requirements relating to employment reporting for its employees.  And the 
Establishment shall fully comply with all lawfully served Wage and Earnings Assignment 
Orders and Notices of Assignment and will continue to maintain compliance.  
 

17.0 GRATUITIES  
 17.1 Attempt to Secure Favorable Treatment 
  It is improper for any County officer, employee or agent to solicit consideration, in 

any form, from a Prospective Establishment with the implication, suggestion or 
statement that the Prospective Establishment’s provision of the consideration 
may secure more favorable treatment for the Prospective Establishment in being 
added to the List or that the Prospective Establishment’s failure to provide such 
consideration may negatively affect the County’s consideration of the Prospective 
Establishment’s submission.  A Prospective Establishment shall not offer or give 
either directly or through an intermediary, consideration, in any form, to a County 
officer, employee or agent for the purpose of securing favorable treatment with 
respect to the inclusion on the List.  

  
17.2 Prospective Establishment’s Notification to County 
 A Prospective Establishment shall immediately report any attempt by a County 

officer, employee or agent to solicit such improper consideration.  The report 
shall be made either to the County manager charged with the supervision of the 
employee or to the County Auditor-Controller’s Employee Fraud Hotline at   (800) 
544-6861.  Failure to report such a solicitation may result in the Prospective 
Establishment’s submission being eliminated from consideration. 

 
17.3 Form of Improper Consideration 

Among other items, such improper consideration may take the form of cash, 
discounts, services, the provision of travel or entertainment, or tangible gifts. 
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18.0 CONSIDERATION OF GAIN/GROW PARTICIPANTS FOR EMPLOYMENT 
Establishment is encouraged to take advantage of the free pre-employment screening 
services offered by County’s Department of Public Social Services Greater Avenues for 
Independence (GAIN) and the General Relief Opportunity for Work (GROW) Programs by 
contacting a GAIN or GROW office located near the Establishment.   
 

19.0 FEDERAL EARNED INCOME CREDIT 
Establishment is encouraged to notify its employees, and to encourage each 
subcontractor to notify its employees, that they may be eligible for the Federal Earned 
Income Credit under the federal income tax laws.  Such notice should be provided in 
accordance with the requirements set forth in SOW, Exhibit K, the Internal Revenue 
Service Notice No. 1015.   
 

20.0 PERFORMANCE EVALUATION  
After an Establishment is included on the List, the PA or its agent will evaluate the 
Establishment’s performance as defined in the Statement of Work on an annual basis.  
Such evaluation will include assessing Establishment’s compliance with all terms in the 
Statement of Work.  Establishment’s deficiencies that the PA determines are severe or 
continuing may be removed from the List.  Or at the PA’s sole discretion the PA may 
provide improvement/corrective action measures to be taken by the Establishment.  If 
improvement does not occur consistent with the corrective action measures, the PA 
may remove the Establishment from the List or impose other penalties as specified in 
the Statement of Work.  
 

21.0 RECYCLED PAPER 
Establishment is encouraged to use recycled content paper whenever possible.   
 

22.0 SAFELY SURRENDERED BABY LAW 
Establishment is encouraged to notify and provide to its employees, and encourage any 
subcontractor to notify and provide to its employees, a fact sheet regarding the Safely 
Surrendered Baby Law, its implementation in Los Angeles County, and where and how 
to safely surrender a baby.  The fact sheet is set forth in Part E, Statement of Work, 
Exhibit L, of this solicitation document and is also available on the Internet at 
www.babysafela.org for printing purposes. 
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PART C — SUBMISSION INSTRUCTIONS 
 
1.0 RESPONSIVENESS   

1.1 Responses to this RFSQ must be made according to the specifications for 
content and sequence set forth in this Part C, Submission Instructions. Failure to 
adhere to these specifications may be cause for rejection of the SOQ, as 
determined in TTC’s sole judgment.  TTC reserves the right to waive any 
informality in a submitted SOQ. 

  
1.2 Until the initial SOQ submission deadline, errors in SOQs may be corrected by a 

request in writing to withdraw the SOQ and by submission of another complete 
SOQ with the mistake(s) corrected.  Corrections will not be accepted once the 
initial deadline for submission of SOQ has passed.  However, a Prospective 
Establishment is reminded that they are not precluded from submitting another 
SOQ package at a later date as specified in Part C, Submission Instructions, 
Section 6.0. 

 
1.3 Any SOQ failing to comply with said specifications and therefore deemed to be 

non-responsive shall be subject to rejection by the TTC.  TTC or designee may 
determine that a Prospective Establishment may be allowed to remedy the status 
of being non-responsive, if sufficient evidence can be presented citing 
extenuating circumstances. 

 
1.4 An inquiry to determine the operational and financial capability and responsibility 

of a Prospective Establishment may be conducted by TTC.  The failure of a 
Prospective Establishment to promptly supply information in connection with 
such inquiry, including but not limited to, information regarding past performance, 
financial capability, and ability to perform on schedule, may be grounds for a 
determination of non-responsibility with respect to such Prospective 
Establishment and may eliminate the SOQ from further consideration. 

 
1.5 False, incomplete, or unresponsive statements in connection with a SOQ may be 

cause for its rejection.  The review and determination of the fulfillment of the 
RFSQ requirements shall be in the TTC’s sole judgment and its judgment shall 
be final. 

  
2.0 SOQ WITHDRAWS 

2.1 A Prospective Establishment may withdraw its SOQ at any time prior to October 24, 
2005, at 2:00 p.m., the date and time which is set forth herein as the initial deadline 
for acceptance of SOQs, by submission of an original typed or word-processed 
request for same mailed to: 
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County of Los Angeles 
Treasurer and Tax Collector  
Contracts Section  
Attention: PA Contract Analyst  
500 West Temple Street, Room 464  
Los Angeles, CA 90012 
 

 
SOQs submitted after October 24, 2005, at 2:00 p.m., will be considered firm offers 
for 180 calendar days following submission.  
 

3.0 PROSPECTIVE ESTABLISHMENTS QUESTIONS AND CONFERENCE  
3.1 In order to clarify and/or answer questions regarding this RFSQ a Prospective 

Establishments Conference will be held.  Any Prospective Establishment and 
those that intended to become an Establishment are strongly encouraged to 
attend the Prospective Establishments Conference on October 5, 2005, at         
2:00 p.m. at 500 West Temple Room 140, Los Angeles, CA 90012.    

 
3.1.1 Each Prospective Establishment in attendance is to ensure that the official 

sign-in attendance sheet is completed and signed by one authorized 
representative.    

 
3.1.2 Questions will be entertained at the Prospective Establishments 

Conference.  However, some responses may be deferred and provided in 
TTC’s written Responses to Questions.  Questions and Answers not 
addressed at the Conference will be sent to all Prospective 
Establishments in attendance and who completed and signed the official 
sign-in sheet.   

 
3.1.3 Questions are due to TTC by October 6, 2005, at 2:00 p.m. and must be 

typewritten or word-processed and submitted by mail, or faxed to:  
   

County of Los Angeles 
Treasurer and Tax Collector  
Contracts Section  
Attn: PA Contract Analyst  
500 West Temple Street, Room 464 
Los Angeles, CA 90012 
Facsimile: (213) 687-4857 

 
 Questions will not be accepted by telephone.    
 

Questions received after October 6, 2005, at 2:00 p.m., may not be 
addressed in the October 12, 2005, Questions and Answers, and may be 
addressed at a later date at the TTC’s sole discretion.   
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 3.1.4 Any change to this RFSQ will be made by addendum, which will be 
available to each Prospective Establishment.  Each addendum will 
become a part of the RFSQ. The TTC is not responsible for any other 
explanation or interpretation. 

     
4.0 ACCEPTANCE OF TERMS AND CONDITIONS OF STATEMENT OF WORK  

4.1 Prospective Establishment understands and agrees that submission of the SOQ 
and the signature by the authorized agent of the Prospective Establishment on 
the Offer to Perform (Required Form 3) constitutes acknowledgement and 
acceptance of, and a willingness to comply with, all terms and conditions of the 
Statement of Work.   

 
5.0 SOQ SUBMISSION  

5.1 The original SOQ and two (2) complete numbered copies of the original SOQ shall 
be bound in the manner described in this Part, Section 6.0, Preparation and 
Format.  The original and the two (2) complete copies must be submitted enclosed 
in a sealed envelope or box, plainly marked in the upper left-hand corner with the 
name and address of the Prospective Establishment and bear the words: “SOQ 
FOR MORTUARY SERVICES, PA 2005-01”.  The original SOQ must be clearly 
marked as such.     

 

 The original SOQ and two (2) copies shall be hand-delivered to: 

Treasurer and Tax Collector  
Contract Section  
Attention: PA Contract Analyst   
500 West Temple Street, Room 437
Los Angeles, CA 90012 
 

 
 Or mailed to: 

 
Treasurer and Tax Collector 
Contract Section 
Attn: PA Contract Analyst 
500 West Temple Street, Room 464
Los Angeles, CA 90012 
 

5.2 It is the sole responsibility of the submitting Prospective Establishment to ensure 
that its SOQ is received before the submission deadline.  Submitting Prospective 
Establishment shall bear all risks associated with delays in delivery by any person 
or entity, including the U.S. Mail.  No late SOQs will be accepted after October 24, 
2005, at 2:00 p.m., the deadline for initial List inclusions. No facsimile (fax) or 
electronic mail (e-mail) copies will be accepted. 
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5.3 SOQs not received by October 24, 2005, at 2:00 p.m. may not be reviewed initially.  
However, they will be reviewed at a later date to determine if they meet the 
qualifications listed in the RFSQ.  A Prospective Establishment whose SOQ is 
reviewed at a later date may be included on the List. 

 
5.4 Any Establishment that has been removed or suspended from the List may 

submit a new SOQ in accordance with this RFSQ.   
 
5.4.1 Any SOQ that is not in accordance with this RFSQ referenced above will 

be rejected. 
 
5.4.2 Any SOQ that is submitted prior to the expiration of the suspension period 

imposed by the PA will be rejected. 
 

5.4.3 If any Establishment and/or the principal owner(s) of an Establishment 
appear on the County of Los Angeles Debarment List, State Debarment 
List and/or the Federal Excluded Parties List, the Establishment shall be 
removed immediately from the List or the SOQ shall be rejected as 
appropriate.   

  
6.0 PREPARATION AND FORMAT   

6.1 All SOQs and copies must be bound and submitted in the prescribed format.  
The original SOQ and two (2) complete copies of the SOQ must be submitted by 
October 24, 2005, at 2:00 p.m.  No late SOQs will be accepted for the initial 
review.  The original SOQ as well as each complete copy must be: 

 
• typewritten or word-processed on 8 ½” X 11” white bond paper and;  
• individually bound in a secure manner, in a protective covering that 

allows for easy removal of documents marked proprietary or 
confidential.   

 
No paper clipped, stapled or rubber banded SOQs will be accepted.   No 
electronic (e-mail) or facsimile SOQs will be accepted.  Any SOQ that deviates 
from this format may be rejected without review at the TTC’s sole discretion.   

  

 6.1.1 The content and sequence of the SOQ must be as follows: 

 Transmittal Letter 

 Prospective Establishment’s Qualifications (Section A) 

 Required Forms (Section B) 

 Proof of Licenses (Section C) 

 Financial Capability (Section D) 

 Proof of Insurability (Section E) 
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6.2 Transmittal Letter 
The transmittal letter must be a maximum of one (1) page, transmitting the SOQ 
on the Prospective Establishment’s stationery.  The transmittal letter shall include 
the Prospective Establishment’s name, business address, telephone, e-mail 
address, and facsimile numbers of the person or persons to be used for contact 
and who will be authorized to represent the Prospective Establishment.  The 
transmittal letter must bear the original signature of the person authorized to sign 
on behalf of the Prospective Establishment and to bind the applicant in an Offer to 
Perform Mortuary Services.   
 

6.3 Prospective Establishment’s Qualifications (Section A) 
Prospective Establishment must demonstrate that they meet the minimum 
qualifications stated in Part A, Introduction, Section 3.0, Minimum Qualifications 
and have the capability to perform the required services.   
 

Prospective Establishment should review carefully the Minimum Qualifications 
stated in Part A, Introduction, Section 3.0, which are the Minimum Qualifications 
for this RFSQ.  With regard to the Minimum Qualifications, a Prospective 
Establishment must: 
 
6.3.1 Submit evidence of having at least one licensed Funeral Establishment 

located in the County of Los Angeles. 
 
6.3.2 Submit a listing of subcontractors if any, and the goods/services they will 

provide.  
 

6.3.3 Organizational chart with the names and positions of each administrative 
and/or management staff as well as all professional staff, including staff 
licensed by the Bureau.  

 
6.4 Required Forms (Section B) 

Prospective Establishment must complete and submit the following Required 
Forms.  All of these forms are provided in Part E. 
  

Form 1 Certification of No Conflict of Interest 

Prospective Establishment must certify that no employee who 
prepared or participated in the preparation of this SOQ, is within the 
purview of County Code Section 2.180.010. 

 
Form 2 Prospective Establishment’s Equal Employment Opportunity (EEO) 

Certification 
Prospective Establishment must comply with EEO laws, regulations 
and policies. 
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Form 3 Offer to Perform   

Prospective Establishment’s submission of an original signed Offer 
to Perform constitutes acknowledgement and acceptance of, and a 
willingness to comply with all terms and conditions of the Statement 
of Work. 
 

 Form 4 Establishment Information  
 
  Prospective Establishment shall complete Form 4 Business 

Information providing information and documentation as 
appropriate as to the type of Establishment, such as a Corporation, 
Non-Profit Corporation, LLC, Partnership etc, and the names of all 
owner(s), partner(s) or officer(s).    The Prospective Establishment 
shall also indicate if it is a non-profit organization and if applicable, 
provide a copy of the 501c.  As applicable, Non-profits must confirm 
their adherence to the Nonprofit Integrity Act of 2004 (SB1262).       

 
 Form 5  Licenses History  
   
  Prospective Establishment shall complete Form 5, Licenses 

History, describing any action taken by the Bureau, federal, state or 
local government agency against the Establishment and the 
Funeral Director.   

 
 Form 6 Available Services 
   
  Prospective Establishment shall complete Form 6, Available 

Services describing any and all services currently offered by the 
Establishment.  

 
 Form 7 Establishment Contact Information 

    
Prospective Establishment shall complete Form 7, Establishment 
Contact Information.  
 

Form 8 Prospective Establishment’s Certification    
   
 Prospective Establishment shall certify that the information submitted 

in response to this RFSQ is true and correct.  
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Form 9 Employee Listing 
 
Prospective Establishment must complete the Employee Listing 
showing the types of positions and the number of employees for each 
category for each location.   
 

6.5 Proof of Licenses and Certifications (Section C) 
Prospective Establishment must furnish a copy of all applicable licenses and 
Certificates as well a proof of Degrees/College credit for apprentice working for 
Establishment.   Applicable licenses, certificates include, but are not limited to: 
   

• Prospective Establishment’s valid Funeral Director’s License issued by the 
Bureau  

• Prospective Establishment’s valid Mortuary License issued by the Bureau  
• Prospective Establishment’s valid Embalmer’s license issued by the Bureau  
• Other applicable licenses for Establishment’s staff 
• Business License 
• Fictitious Business Name Filing   
• Articles of Incorporation, as appropriate 

 
6.6 Financial Capability (Section D) 

Provide copies of the Prospective Establishment’s most current and prior two (2) 
fiscal years (for example 2004, 2003 and 2002) financial statements.  Statements 
should include the Prospective Establishment’s organization assets, liabilities 
and net worth.  At a minimum, include the Balance Sheet (Statement of Financial 
Positions), Income Statement (Statement of Operations), and the Retained 
Earnings Statement.  If audited statements are available, these should be 
submitted to meet this requirement.  Do not submit Income Tax Returns to meet 
this requirement.  Financial statements will be kept confidential, if so stamped on 
each page.    

 
6.7 Proof of Insurability (Section E) 

Prospective Establishment must provide proof of insurability that meets all 
insurance requirements set forth in the SOW, Section 4.1.3.  If a Prospective 
Establishment does not currently have the required coverage, a letter from a 
qualified insurance carrier indicating a willingness to provide the required 
coverage should the Prospective Establishment be selected to be included on 
the List may be submitted with the SOQ. 
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PART D – SOQ REVIEW AND SELECTION PROCESS  
 
1.0 SOQ REVIEW AND SELECTION PROCESS 

1.1 Review Process 
Each SOQ submitted will be subject to a detailed review by TTC staff.  Prospective 
Establishment must submit their completed SOQ by October 24, 2005, at 2:00 p.m. 
in order to be considered for the initial List scheduled to commence on November 
28, 2005.  Subsequent submissions of SOQs will be reviewed on a flow basis, 
following the initial List commencement throughout the entire List Term or until a 
subsequent solicitation document is released.     
 

 The review process will include the following steps: 
 
1.2 Initial Pass/Fail 

 
1.2.1 Responsiveness Determination – Pass/Fail 

 
1.2.1.1 An initial pass/fail evaluation will be made of the SOQ to determine 

compliance with the general guidelines and format requirements of 
this RFSQ as outlined in Part C, Submission Instructions.  Failure 
to: (1) adhere to format; (2) include documents that show the 
Prospective Establishment meets the minimum qualifications; (3) 
submit the required forms and documents; and (4) respond as 
required under the terms of this RFSQ may result in the rejection of 
the SOQ and eliminated it from further review.  Adding any 
conditions to the SOQ that are not specified, authorized or required 
may also result in the SOQ’s rejection and elimination from further 
review. 

  
1.2.2 Responsibility Determination – Pass/Fail 

 
1.2.2.1 An initial pass/fail evaluation will be made of SOQs to determine the 

responsibility of the Prospective Establishment. The determination 
will include but may not be limited to a review of the Prospective 
Establishment’s financial fitness, litigation, Bureau actions, and/or 
the ability to obtain and maintain insurance.    

 
1.2.2.2 A Non-responsible Prospective Establishment includes, but is not 

limited to, the following: 
 

1.2.2.2.1 Any Prospective Establishment and/or the principal 
owner(s) of a Prospective Establishment that appear on 
the County of Los Angeles Debarment List or the State 
of California Debarment List or the Federal Excluded 
Parties List. 
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1.2.2.2.2 A Prospective Establishment, including principal owner(s) 
and/or Funeral Director(s), that is suspended from the 
List at the time the SOQ is submitted.  

 
1.2.2.2.3 A Prospective Establishment that is under review or is 

suspended by the Bureau.  
 
 1.2.2.3 A SOQ submitted from non-responsible Prospective Establishment 

shall be rejected without further review. 
 

1.2.3 Prospective Establishment that passes both the Responsive Determination 
and Responsibility Determination will be reviewed further for consideration.   

 
1.2.4 A Prospective Establishment that fails either the Responsive Determination 

and/or the Responsibility Determination is not prohibited from submitting a 
subsequent SOQ that is responsive and/or establishes the responsibility of 
the Prospective Establishment.   

  
1.3 Adherence to Format  

A SOQ must adhere to the specific format outlined in Part C, Submission 
Instructions, Section 6.0, of this RFSQ.  Each section must be specifically labeled 
and in the same order as stated in Part C, Submission Instructions, Section 6.1.1.  
Failure of the Prospective Establishment to adhere to this format may eliminate its 
SOQ from any further consideration.  The TTC may elect to waive any informality in 
an SOQ if the sum and substance of the SOQ is present. 

 
1.4 Adherence to Minimum Qualifications  

 
1.4.1 A  SOQ must adhere to the Minimum Qualifications outlined in Part A, 

Introduction, Section 3.0, Minimum Qualifications in order to be considered.  
There will be a review of the Prospective Establishment’s qualifications to 
determine if the Prospective Establishment meets the Minimum 
Qualifications.  The review may include, but may not be limited to, a review 
to determine the magnitude of any pending litigation or judgments against 
the Prospective Establishment and any action taken or pending by the 
Bureau.  

 
1.4.2 An Establishment that has been removed from the List by the PA for failing 

to meet/maintain the Minimum Requirements, may submit a new SOQ upon 
the Establishment being able to provide acceptable evidence of meeting all 
of the Minimum Requirements. 
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1.5 Current standing with PA 
1.5.1 A SOQ submitted by a Prospective Establishment, or principal owner(s) 

and/or Funeral Director(s) that is suspended from the List by the PA will be 
rejected. 

 
1.5.2 Establishment may submit a SOQ only after the suspension period has 

lapsed.  Any SOQ received during the suspension period will be rejected 
without review. 

 
1.5.3 The PA will conduct a site visit of any Prospective Establishment.   

    
1.6 Required Forms 
 

All forms listed in Part C, Submission Instructions, Section 6.4 must be included in 
Section B, Required Forms. 
 

1.7 Proof of Licenses and Certifications 
  
TTC staff will review and may verify the authenticity of licenses, certificates, 
degrees, in Section C of the SOQ. 
 

1.8 Financial Capability 
 
An analysis of the financial information submitted in Section D of the SOQ will be 
made to determine the financial capability of the firm. 
   

1.9 Proof of Insurability 
  
TTC staff will review and may verify the proof of insurability provided in Section E 
of the SOQ. 
  

 1.10 Selection Process 
 
1.10.1 The TTC will select qualified, responsive and responsible Establishments 

that have the ability to provide mortuary services in Los Angeles County.    
 

1.10.2 The TTC intends that the List commencing on November 28, 2005, will 
include Prospective Establishments that have submitted their SOQ by the 
initial deadline of October 24, 2005, at 2:00 p.m., and that are found to be 
responsive, responsible, and demonstrate that they meet the minimum 
qualifications.     

 
1.10.3 Establishments Meeting Eligibility Requirements After October 24, 2005:  

A Prospective Establishment who submits a SOQ in the prescribed form 
and format detailed in Part C, Submission Instructions, and who is 
responsive, responsible and meet the minimum qualifications after initial 
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deadline, but prior to October 31, 2015, or upon release of a subsequent 
solicitation, whichever occurs first, may be included on the List. These 
Establishments may include newly licensed Establishments approved by 
the Bureau.  Any subsequent additions to the List will have the same 
termination date, October 31, 2015, as the earliest additions to the List 
added under this solicitation.  TTC intends to continue to review SOQs 
for inclusion on the List under this solicitation until the October 31, 2015, 
the List termination date or upon release of a new solicitation, whichever 
occurs first.       

 
1.10.4 A Prospective Establishment as well as each location, is subject to 

inspection by the PA prior to being considered for inclusion on the List.  
  
2.0 LIST INCLUSION   

2.1 TTC will notify each Establishment following the Establishment’s inclusion on the 
List.    

 
2.2 Establishments that are included on the List may be eligible to provide mortuary 

services throughout the List Term unless removed from the list by the PA.   Any 
Establishment removed from the List will be notified as to the effective date of the 
Establishment’s removal from the List. 

 
2.3 Establishment as well as each location are subject to inspection by the PA prior 

to being included on the List.   
 
2.4 Inclusion on the List does not guarantee referrals for services.   
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1.0 SCOPE 
1.1 In accordance with the California Probate Code and the Health & Safety Code, 

when specific circumstances are met, the Public Administrator (PA) is charged 
with certain obligations concerning residents of the County of Los Angeles 
(County) at the time of their death.  These obligations as they relate to this 
Statement of Work (SOW) include making funeral arrangements for the decedent 
according to their wishes or as determined by the PA and in accordance statutory 
requirements.   

 
1.2 An Establishment that appears on the Mortuary Master List (List) will be selected 

by the PA to provide funeral arrangements for a decedent under the PA’s charge 
when the decedent has not selected a mortuary by will or other means, or the 
next of kin does not chose a mortuary. 

 
1.3 The PA will act as if they were the decedent when choosing a mortuary, 

therefore, the religious and/or cultural/ethnic persuasion of the decedent will be 
considered.  Allocations for services shall be proportionate to the estimated value 
of the estate and according to the standard of living adopted by the decedent 
prior to his/her demise.   

 
1.4 An Establishment that is included on the List is not guaranteed a minimum or 

maximum number of referrals by the PA. 
 
1.5 An Establishment that is included on the List agrees to provide services to the PA 

in accordance with this SOW.  
 

2.0 APPLICABLE DOCUMENTS 
2.1 Exhibits A, B, C, D, E, F, G, H, I, J, K, L, and M are attached to and form a part of 

this SOW.  In the event of any conflict or inconsistency in the definition or 
interpretation of any work, responsibility, schedule, or the contents or description 
of any task, deliverable, good, service, or other work, or otherwise between the 
SOW and the Exhibits, or between Exhibits, such conflict or inconsistency shall 
be resolved by giving precedence first to the SOW and then to the Exhibits 
according the following priority. 

 
2.1.1 Exhibit A –  Offer To Perform Mortuary Services 
2.1.2 Exhibit B  –  Pricing Schedule 
2.1.3 Exhibit C  –  Referral Form  
2.1.4 Exhibit D  –  Initial Decedent Referral Form 
2.1.5 Exhibit E  –  Service Arrangement Confirmation and Additional            

Services Report 
2.1.6 Exhibit F  – Establishment Contact Information  
2.1.7 Exhibit G  –  Available Services 
2.1.8 Exhibit H  –  Change Transmittal  
2.1.9 Exhibit I  – DE-172, Creditors Claim  
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2.1.10 Exhibit J  – EEO Certificate 
2.1.11 Exhibit K  – IRS Notice 1015 
2.1.12 Exhibit L  –  Safely Surrender Baby Fact Sheets 
2.1.13 Exhibit M –  GAIN/GROW Information  

 
3.0 DEFINITIONS 

The headings herein contained are for convenience and reference only and are not 
intended to define the scope of any provisions thereof.  The following words as used 
herein shall be construed to have the following meaning, whether singular or plural and 
with initial letter capitalized or not unless otherwise apparent for the context in which 
they are used.    

 
3.1 Apprentice Embalmer:  A person, engaged in the study of embalming, who 

posses a valid certificate of apprenticeship issued by the Bureau and who is 
under the instruction and supervision of a licensed embalmer who has had at 
least two years’ practical experience as a California licensed embalmer.  

 
3.2 Bureau: The California Department of Consumer Affairs, Cemetery and Funeral 

Bureau.   
 
3.3 Burial Clothing: Appropriate clothing for burial.    
 
3.4 Burial Permit: A permit that is obtained by the Establishment for the disposition 

of the decedent that is in accordance with Health and Safety Code.     
 
3.5 Clergy: An ordained priest, minister or rabbi of any religious denomination that is 

at least 18 years old.  
 
3.6 Coroner: The person who has the responsibility for carrying out the statutory 

functions of the Coroner of the County in the Department of Coroner, under the 
general direction of the County Board of Supervisors.   

 
3.7 Day(s):  Calendar day(s) and not business or workday(s) unless otherwise 

specifically stated.  
 
3.8 Death Certificate: A legal document filed with the County Register-Recorder that 

records vital information about the decedent.  
 
3.9 Decedent:  A deceased person who is under the jurisdiction of the PA. 
 
3.10 Embalmer:  A person that is duly qualified to disinfect or preserve human 

remains by the injection or external application of antiseptics, disinfectants, or 
preservative fluids; to prepare human bodies for transportation, which are dead 
of contagious or infectious diseases; and to use derma surgery or plastic art or 
restoring mutilated features as an embalmer under the laws of the State of 
California.  
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3.11 Establishment: Any person, association, partnership, corporation or other 

organization licensed by the Bureau and conducting business as a funeral 
establishment with at minimum one licensed funeral director to manage, direct or 
control its business or profession.  Establishment shall be devoted exclusively to 
the activities related to the preparation and arrangement for funeral services 
including the transportation, burial or other disposition of human remains.  

 
3.12 Family Car:  A vehicle designed to transport people such as a limousine, or 

other passenger vehicle acceptable to the PA that is insured and maintained by 
the Establishment and utilized to transport family/relatives and/or friends of the 
decedent.   In no instance shall a Family Car be utilized to transport remains.  

 
3.13 Funeral Director:  A person licensed by the Bureau that is engaged in or 

conducting, or holding himself or herself out as engaged in any of the following: 
a) Preparing for the transportation or burial or disposal, or directing and 
supervising transportation or burial or disposal of human remains; b) Maintaining 
an Establishment for the preparation for the transportation or disposition or for 
the care of human remains; c) Using, in connection with his or her name, the 
words “funeral director,” or “undertaker,” or “mortician,”  or any other title implying 
that he or she is engaged as a funeral director.   

 
3.14 Funeral Service:  A religious service conducted by clergy in accordance with the 

decedent’s religious beliefs or as directed by the PA at an appropriate location, 
such as a chapel at the Establishment’s facility designated for such purpose and 
acceptable to the PA.         

 
3.15 Memorial or Holy Cards:  A printed memento passed out or made available at 

the Funeral service with information about the decedent.   
 
3.16 Mortuary Services: All services provided by the Establishment associated with 

the funeral of the decedent including, but not limited to, the transportation, 
preparation, care and custody of the decedent.    

 
3.17 Motorcycle Escort:  A funeral escort by uniformed staff on motorcycles, which 

ensures that the funeral procession stays together on public streets and/or 
highways following the Funeral Service.  

 
3.18 Music: Live or recorded music played at the Funeral Service.  Music shall be 

complementary to the Funeral Service and appropriate to the religious 
denomination or affiliation of the decedent.    

 
3.19 Newspaper Publication: An obituary for a decedent in a newspaper of general 

circulation that is published on not less than a weekly basis and distributed in the 
area of the decedent’s last known residence.  At minimum, the publication shall 
contain the decedent’s name, date of birth, date of death, the Establishment’s 
name, address, telephone number and time and location of Funeral service(s) for 
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the decedent.   The publication shall appear in the obituary section of the 
newspaper and shall appear no less than two (2) days prior to the Funeral 
Service.  The PA may require additional information to be included or publication 
in multiple newspapers.  

 
3.20 Public Administrator: The Director of County Office of the Public Administrator 

or designated employee charged with making funeral arrangements for 
decedents in accordance with the California Probate Code and the Health and 
Safety Code.  

 
3.21 Register Book:  A book provided by the Establishment to be accessible during 

the Funeral Service for attendees to record their name and/or other information.  
Following the Funeral Service, the book shall be given to the PA. 

 
3.22 Remains: The body of a deceased person, regardless of its stage of 

decomposition, and cremated remains.    
 

4.0 RESPONSIBILITIES 
4.1 Establishment: 

 
4.1.1 At all times, Establishment must maintain a valid funeral establishment 

license issued by the Bureau.  Establishment must at all times abide by 
the governing regulations including, but not limited to:  Health and Safety 
Code, Business and Professional Code, and Title 16 of the California 
Code of Regulations (CCR).    

 
4.1.2 At all times Establishment shall ensure that all employees of the 

Establishment, including any contractors, shall conduct business in a 
dignified and professional manner.    

 
4.1.3 At all times Establishment shall obtain and maintain all insurances, as 

required and necessary to conduct a mortuary business, and that is in 
compliance with all federal, state and local requirements.  
Notwithstanding any federal, state or local insurance requirements, the 
PA requires that the Establishment at minimum maintain Worker’s 
Compensation, General Liability, Commercial Auto Liability, and Errors 
and Omissions/Professional Liability insurance at all times and with 
sufficient coverage as determined by the PA.     

 
4.1.3.1 Establishment shall indemnify defend and hold harmless the 

County, and the PA from and against any and all claims, 
demands, damages, liabilities, losses, costs, and expenses 
including, but not limited to, defense costs and legal fees, 
accounting and related claims and lawsuits for damages of 
any nature whatsoever, arising from or related to 
Establishment, or its employees, agents, or subcontracts 
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acts and/or omissions in the performance of services or 
provision of products hereunder, including without limitation, 
any workers’ compensation suits, liability, or expense, 
arising from or connected with services performed by any 
person on behalf of Establishment, its agents, employees or 
subcontractors pursuant to this Statement of Work.   

 
4.1.4 Establishment shall be responsible to immediately conform to any 

federal, state, county or local law, ordinance and/or policy applicable to 
the Establishment.  

 
4.1.5 License 
 

4.1.5.1 Licenses shall be displayed in accordance with Business 
and Professions Code Section 7680. 

 
4.1.5.2 Any license shall be made available to the PA immediately 

upon request.  
 

4.1.6 At minimum, Establishment shall: 
 

4.1.6.1 Maintain a mortuary facility licensed by the Bureau, and that 
is in compliance with all federal, state and local laws and 
regulations, including but not limited to, Title 16 of the CCR 
and that is capable of providing the full array of services 
requested by the PA including the transportation, 
preparation, custody and care of the decedent for burial, or 
other disposition. 

 
4.1.6.2 Establishment shall conduct business and provide 

goods/services in a manner that is in compliance with all 
municipal, county, state, and federal laws, rules, regulations, 
ordinances, and codes.      

 
4.1.6.3 Establishment shall conform to and abide by all applicable 

municipal, county, state and federal laws and regulations, 
court rules, and ordinances, insofar as the same or any of 
them are applicable.  Insofar as permits and/or licenses are 
required for the prescribed services, the same must be 
obtained from the regulatory agency having jurisdiction 
thereover.  

 
4.1.6.3.1 Establishment shall indemnify and hold 

harmless the County and PA from and against 
any and all liability, damages, costs, and 
expenses, including, but not limited to, defense 
costs and attorneys’ fees arising from or 
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related to any violation on the part of the 
Establishment or its employees, agents, or 
subcontractors, of any such laws, rules, 
regulations, ordinances, or directives.    

 
4.1.6.4 Maintain a chapel or other comparable private area 

acceptable to conduct a Funeral Service that is acceptable 
to the PA.    

 
4.1.6.5 Maintain staff as described in Section 5.0, Staffing 

Requirements and as required by the Bureau. 
 

4.1.6.5.1 The Funeral Director or designee approved by 
the PA shall be responsible for all 
correspondence, reporting requirements, and 
record keeping resulting from services 
provided under this SOW.   

 
4.1.6.6 Maintain a motor vehicle that is acceptable to the PA for 

transporting the remains of the decedent and that complies 
at all times with the requirements set forth in §1209 of Title 
16, in the CCR.     

 
4.1.6.7 Maintain a Family Car. 

 
4.1.7 Records shall be maintained for a minimum of 60 months following the 

Funeral Service or until any federal, state or county audit is completed, 
whichever is later.  Any records pertaining to referrals made by the PA 
shall be made available to the PA upon request. 

    
 

4.1.8 In no instance shall an Establishment solicit additional funds from friends 
or relatives of the decedent.  However, this does not prohibit a friend or 
family member from purchasing additional goods or services.  If goods 
and/or services are purchased by a friend or family member, the 
Establishment shall have no claim against the PA or the decedent’s 
estate for such goods and/or services purchased without the PA’s written 
authorization.   

 
4.1.9 No Establishment or employees of an Establishment shall solicit any 

business from the PA or employees of the PA.  Any improper solicitation 
will be referred to the proper legal authorities and the Establishment will 
be promptly removed and suspended from the List.      
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4.1.10 Referrals to the PA: 
 

4.1.10.1 In the event that an Establishment takes custody of remains 
that may fall within the PA’s jurisdiction, Establishment shall 
utilize the Initial Decedent Referral Report, Exhibit D, to 
report a death to the PA.  The Initial Decedent Referral 
Report shall be faxed to the PA on the date of death or as 
soon as administratively possible thereafter.     

 
4.1.10.2 Establishment shall report any additional information not 

contained on the Initial Decedent Referral Report to the PA 
immediately.   

 
4.1.11 Establishment shall perform specific duties that may include, but are not 

limited to, the following, as directed by the PA:  
 

4.1.11.1 Establishment shall ensure that Funeral Services commence 
within five (5) business days form the date an Establishment 
receives a referral. 

 
4.1.11.2 Establishment shall report to the PA the day and time of the 

Funeral Services within two (2) days of receiving a referral 
and no later than 24 hours prior to the Funeral Service.     

 
4.1.11.2.1 Establishment shall provide acceptable 

notification in a timely manner by telephone or 
other means of the date and time of the 
Funeral Service to friends and family of the 
decedent.  The PA will provide names and 
telephone numbers of friends and family 
members to be notified by the Establishment.     

 
4.1.11.3 Arrangements made by the Establishment shall include all of 

the following unless otherwise directed by the PA:  
 

4.1.11.3.1 Coroner’s Fees 
4.1.11.3.2 Copies of Death Certificate 
4.1.11.3.3 Newspaper Publication 
4.1.11.3.4 Burial Permit 
4.1.11.3.5 Mortuary Services  
4.1.11.3.6 Funeral Service 
4.1.11.3.7 Music  
4.1.11.3.8 Casket 
4.1.11.3.9 Clergy ($50.00 minimum) 
4.1.11.3.10 Flowers  ($50.00 minimum) 
4.1.11.3.11 Sales tax as applicable 
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4.1.11.4 From time-to-time the PA may authorize additional services 
such as: 

 
4.1.11.4.1 Motorcycle Escort 
4.1.11.4.2 Family Car 
4.1.11.4.3 Burial Clothing 
4.1.11.4.4 Mileage to Riverside National Cemetery 

4.1.11.5 Establishment shall make arrangements and provide 
goods/services authorized by the PA in accordance with this 
SOW and the appropriate Mortuary Allowance or in 
accordance with any pre-need agreement.  

 
4.1.11.5.1 Exhibit B, Pricing Schedule provides the casket 

description for each corresponding Mortuary 
Allowance.   

 
4.1.11.5.2 If there is not an existing pre-need agreement 

for a casket, Establishment shall certify that a 
casket corresponding to the authorized 
Mortuary Allowance described on the Pricing 
Schedule was provided. 

 
4.1.11.5.3 If such a casket is not available, Establishment 

shall certify that a substitute casket of equal or 
better quality was used at no additional 
expense.  Substitutions are subject to the PA’s 
approval.    

   
4.2 Public Administrator:  

 
4.2.1 The PA shall be responsible for any changes or amendments to this 

SOW that occur as a result of a change in law, ordinance and/or policy 
of the federal, state, county, local municipality or PA.  Changes may be 
made from time to time to align this SOW with such requirements and/or 
policy.  However, Establishment shall be responsible to immediately 
conform and continually adhere to all federal, state, county or local law, 
ordinance and/or policy applicable to the Establishment.  

 
4.2.1.1 When the PA makes changes to the SOW eligible 

Establishment will be notified in writing of the changes. 
 

4.2.1.1.1 Such changes may include adjustments to the 
Pricing Schedule which may be made annually 
at the PA’s sole discretion.  
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4.2.2 The PA shall be responsible for making referrals to the Establishment.  
The PA will provide direction as necessary to the Establishment on the 
services to be provided. 

  
4.2.3 Referrals shall be made using a Referral Form, such as or similar to 

Exhibit C.  The PA will authorize services to be provided in writing prior 
to the services being provided by the Establishment.  Services provided 
by the Establishment that have not been authorized in writing by the PA 
shall not be charged against the estate of the decedent.     

 
4.2.4 The PA from time-to-time may conduct unscheduled inspections of an 

Establishment on the List.     
 

4.2.4.1 The PA will send a follow-up letter to the Establishment with 
the findings of the site visit.  The letter may include a 
Corrective Action Plan.  

 
4.2.4.2 Any observance that in the PA’s discretion is inappropriate or 

inconsistent with this SOW or does not meet industry 
standards will be documented and may be reported to the 
California Department of Consumer Affairs/Bureau or other 
enforcement agency as appropriate.      

 
4.2.5 The PA will evaluate the Establishment’s performance in providing 

services on an annual basis or more frequently if needed, as determined 
by the PA.     

 
5.0 STAFFING REQUIREMENTS 
 

5.1 At all times Establishment shall at minimum, maintain all of the following: 
 

5.1.1 A Funeral Director licensed by the Bureau and in accordance with all 
federal, state and local laws and regulations including, but not limited to, 
The Business and Professions Code, Sections 7615-7635 and §1204 of 
Title 16 in the CCR; 

 
5.1.2 An Embalmer licensed by the Bureau; 
 
5.1.3 Suitable driver(s) for the Family Car(s) and the vehicle(s) used to 

transport remains; and 
 
5.1.4 Other staff in appropriate measure to the size and scope of the 

Establishment to ensure the Establishment is managed in a professional 
manner and properly maintained.  Other staff may include an apprentice 
embalmer, hair and make-up artist, receptionist, accountant etc.   
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5.1.5 Staff that has contact with the PA and the public shall be able to 
effectively communicate in English both orally and in writing.   

 
6.0 SERVICE DELIVERY REQUIREMENTS 

6.1 Establishment shall provide mortuary services as instructed by the PA and with 
the same quantity and quality of service provided for decedents not under the 
jurisdiction of the PA.  
 
6.1.1 Establishment shall not have separate and/or unequal equipment and/or 

facilities for decedents under the jurisdiction of the PA from that of other 
clients. 

 
6.1.2 Establishment shall provide mortuary services for decedents under the 

jurisdiction of the PA regardless of race, color, creed, or national origin. 
 

6.2 Mortuary services shall be provided seven (7) days a week, 24 hours each day.  
Establishment has the option of not providing Funeral Services on County 
recognized holidays.  However, all other services shall be available for the 
transportation, preparation, care and custody of the decedent.   County holidays 
are as follows: 

 
6.2.1 Martin Luther King, Jr. Day; 

 
6.2.2 Presidents’ Day; 
 
6.2.3 Memorial Day; 
 
6.2.4 Fourth of July; 
 
6.2.5 Labor Day; 
 
6.2.6 Columbus Day; 
 
6.2.7 Veterans’ Day; 
 
6.2.8 Thanksgiving Day; 
 
6.2.9 Friday after Thanksgiving Day; and 
 
6.2.10 Christmas Day 

 
6.3 Veteran’s Services 
 

6.3.1 Establishment will obtain the necessary flag to be used at the Funeral 
Service.  The flag along with any service folder or memorabilia is to be 
returned to the PA following the Funeral Service.     
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7.0 LIST 
7.1 The List will become effective as of November 28, 2005 and will remain effective 

until October 31, 2015 or upon the effective date of a new List resulting from a 
subsequent solicitation document for mortuary services, whichever occurs first. 

 
7.2 Only an Establishment that is on the List at the time services are required is 

eligible to be considered for a referral by the PA. 
  
7.3 The PA in his/her sole discretion may remove, or suspend any Establishment 

from the list for a period of time as determined by the PA.  
 

7.3.1 The PA will notify an Establishment in writing the effective date of the 
removal and/or suspension.  If an Establishment has been suspended, 
end date of the suspension will also be included.  

 
7.3.2 An Establishment that has been suspended and that submits a 

Statement of Qualifications (SOQ) under a different name or different 
location will not be considered until the suspension period has ended.   

 
7.4 Establishment will be removed and/or suspended from the List by the PA for any 

of the following:  
 

7.4.1 Failure to comply with a Corrective Action Plan; 
 
7.4.2 Refusing a referral from the PA without good cause as determined by 

the PA; 
 
7.4.3 Failure to obtain and maintain and/or provide to the PA in a timely 

manner all applicable state required licenses and/or certificates; 
 
7.4.4 Failure to maintain and/or provide evidence of required insurance to the 

PA in a timely manner;   
 
7.4.5 Failure to maintain and/or provide any agreed upon reports, documents, 

filings, or other data the Establishment is responsible for providing to the 
PA in a timely manner;  

 
7.4.6 Failure to deduct prepaid amounts from the cost allowance authorized by 

the PA;   
 
7.4.7 Failure to deduct funds paid by friends/family of the decedent from the 

cost allowance authorized by the PA.  
 
7.4.8 Failure to provide any service(s) as described in this Statement of Work 

and as directed by the PA; 
 
7.4.9 Filing for bankruptcy;  
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7.4.10 Any legal proceedings that in the PA’s sole opinion may seriously 

jeopardize or bring into question the integrity of the Establishment and/or 
its owner(s), partner(s), or director(s) and/or the services provided;  

 
7.4.11 Submitting a false claim against an estate; 
 
7.4.12 Failure to return a refund within 15 working days when an estate is found 

to be insolvent;  
 
7.4.13 Establishment and/or employees/agents offering/presenting gratuities to 

any PA employee.  Gratuities include, but are not limited to, holiday or 
other special occasion gifts.   

 
7.4.14 Any action of suspension or revocation by the Bureau may be grounds 

for removal and/or suspension from the List for a period of time as 
determined by the PA;  

 
7.4.15 Any impropriety, or misrepresentation that in the PA’s opinion is flagrant 

is grounds for removal and/or suspension from the List; and/or 
 
7.4.16 Any other reason as determined in the PA’s sole discretion that warrants 

removal and/or suspension from the List.   
 

7.5 The PA will use his/her discretion in selecting an Establishment to provide 
services taking into account any stated, written or otherwise, preferences and/or 
religious, cultural and ethnicity of the decedent and/or the decedent’s family.     
 

7.6 The PA does not guarantee a minimum or maximum number referrals to any 
Establishment that is included on the List.   

 
7.7 Any Establishment that has been removed or suspended from the List may 

submit a new SOQ in accordance with the Request For Statement Qualifications 
(RFSQ) for Mortuary Services, PA 2005-01. 
 
7.7.1 Any SOQ that is not in accordance with the RFSQ referenced above will 

be rejected. 
 
7.7.2 Any SOQ that is submitted prior to the expiration of the suspension 

period imposed by the PA will be rejected.  
 
7.7.3 Any Establishment and/or the principal owner(s) of an Establishment that 

appear on the County Debarment List shall be removed from the List or 
the SOQ shall be rejected as appropriate.   
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8.0 REPORTING REQUIREMENTS 
8.1 Found Property  

 
8.1.1 Establishment shall remove all rings, watches, other jewelry items, and/or 

other valuables from the body for inclusion into the estate.  Establishment 
shall report any items of value found to the PA immediately.  The PA will 
be responsible to document and pick up any such items. 
 

8.2 Final Arrangements  
 

8.2.1 Once the final arrangements are made by the Establishment, the 
Funeral Director or designee approved by the PA shall complete a 
Service Arrangement Confirmation and Additional Services Report, 
Exhibit E, and fax it to the PA confirming the goods/services that have 
been provided and that will be provided along with the place and time of 
the services within two (2) business days, but no less than 24 hours prior 
to the time of the funeral.    

 
8.2.2 Any goods and/or services purchased/ordered from or through the 

Establishment by friends and/or relatives of the decedent shall be 
itemized and reported to the PA on the Service Arrangement 
Confirmation and Additional Services Report form.  Items that are not 
approved/requested by the PA and that are listed on the Service 
Arrangement Confirmation and Additional Service Report, shall not be 
charged against the estate of the decedent under any circumstances.  

 
8.2.3 All arrangements shall include a Funeral Service unless otherwise 

directed by the PA. 
 

8.3 Permits and Licenses 
 

8.3.1 Upon renewal or upon any change that affects the Establishment 
license, the Establishment shall provide a copy of each new license 
issued by the Bureau within five (5) business days of receipt of license. 
Any changes shall be reported to the PA using the Change Transmittal, 
Exhibit H. 

 
8.3.1.1 At minimum an Establishment shall provide a copy of a valid 

license for the facility, director and embalmer.  If the 
Establishment employs additional licensed staff, copies of all 
applicable licenses shall be provided to the PA upon renewal 
and/or change within five (5) business days of receipt from 
the Bureau.  

 
8.3.1.2 A copy of an appropriate and valid California Driver License 

and valid proof of insurance shall be provided for each 
person authorized by the Establishment to drive any vehicle 
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utilized to transport a decedent and any vehicle utilized to 
transport family/friends of the decedent such as the Family 
Car.   

 
8.3.1.3 Establishment shall report within two (2) business days, any 

expired, suspended, or revoked license to the PA in writing.  
 

8.3.1.3.1 Failure of the Establishment to report any 
expired, suspended or revoked license shall be 
grounds for removal from the List. 

  
8.3.1.4 Establishment shall report to the PA, any pending or action 

taken against the Establishment by the Bureau, federal, 
state or local authorities. Establishment shall report to the 
PA any litigation pending or otherwise against the 
Establishment and/or the owner(s), partner(s), and/or 
officer(s) within ten (10) business days.  

 
8.4 Service Disruptions 

 
8.4.1 Establishment shall immediately report to the PA in writing, any 

unanticipated or anticipated disruptions in service.      
 

8.4.1.1 Any anticipated disruptions shall be reported with an 
estimated date that services will be unavailable or reduced 
and a date when services will resume.    Notification shall be 
upon discovery that any disruption will occur.   

 
8.4.1.2 Any unanticipated disruptions shall be reported with an 

estimated date that services will be unavailable or reduced 
and a date when services will resume.    Notification shall be 
upon discovery that any disruption occurred.     

   
8.5 Staffing Changes 

 
8.5.1 Any anticipated or unanticipated changes in key staff shall be reported to 

the PA in writing upon discovery. 
 

8.5.1.1 The report should include at minimum the person’s name 
and position and effective date of any change. 

 
8.5.1.2 Staff changes that require licensing changes, a copy of the 

new license shall be attached to the Change Transmittal, 
Exhibit H upon receipt of the new license.    
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8.6 Service Changes 
 
8.6.1 For any change in services offered/provided the PA shall be notified in 

writing using the change transmittal and provide an explanation of the 
change and the effective date of such change.   This includes 
discontinued services as well as additional or supplemental services 
offered.  

 
8.6.2 Copies of licenses for additional or supplemental services that require 

licensing by any federal, state, county or local agency shall be attached 
to the notification with an explanation.   

 
9.0 CORRECTIVE ACTION PLAN  

9.1 The PA will issue a Corrective Action Plan (CAP) to an Establishment when in 
the PA’s sole discretion the Establishment has the ability to correct minor 
deficiencies in a reasonable amount of time.  A CAP will not be utilized to meet 
deficiencies in the minimum requirements of this SOW or solicitation document, a 
severe deficiency(ies),  or any deficiency(ies) in meeting Bureau requirements. 

 
9.2 Failure or refusal to adhere/complete the CAP shall be grounds for removal 

and/or suspension from the List at the PA sole discretion. 
 
9.3 The PA reserves the right to remove and/or suspend an Establishment at any 

time without a CAP.  
 

10.0 CONFIDENTIALITY 
10.1 Establishment shall maintain the confidentiality of all records obtained from the 

PA under this Statement of Work in accordance with all applicable federal, state, 
local laws, ordinances, regulations and directives relating to confidentiality.     
 

11.0 CLAIMS  
11.1 Costs charged against a decedent’s estate shall include all of the following as 

applicable or as directed by the PA:  
 

11.1.1 Service Fee 
 

This fee includes the reasonable costs charged against the allowable 
costs, as directed by the PA, to cover the Establishment’s overhead, 
personnel and equipment necessary for the preparation, care and 
custody of the decedent by the Establishment.     

   
11.1.2 Photocopies of the Death Certificate 
 
11.1.3 Coroner’s fees 
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11.1.4 Newspaper Publication  

 
11.1.5 Flowers  
 
11.1.6 Clergy 
 
11.1.7 Burial Permit 

 
11.2 The PA may authorize the Establishment to provide additional items including, 

but not limited to, any or all of the following:  
 

11.2.1 Family Car 
 
11.2.2 Motorcycle Escort 
 
11.2.3 Burial Clothing  

 
11.2.4 Mileage to Riverside National Cemetery. 

 
11.2.5 Authorized additional amounts for extraordinary distances at PA’s sole 

discretion.   
 

11.3 The sum of all costs the Establishment may charge against the estate of a 
decedent shall be in accordance with this SOW and Exhibit B, Pricing Schedule 
and according to written instructions authorizing additional items and/or services 
received from the PA included on Exhibit C, Referral Form.    

  
11.4 Procedure 

 
11.4.1 Establishment shall provide goods/services as directed by the PA and 

within the maximum Mortuary Allowance authorized by the PA. 
  
11.4.2 Establishment should complete and submit all claims utilizing the DE- 

172, Creditor’s Claim.  For convenience, a sample is provided as Exhibit 
I.  Creditor’s Claim.  The PA is not responsible for incomplete, improperly 
completed or unfiled claims by the Establishment.   

 
11.4.2.1 For convenience, an electronic version of the DE-172 may 

be accessed at: http://www.courtinfo.ca.gov/forms.  
 

11.5 Payment for claims is contingent upon the following: 
 

11.5.1 The Court granting Letters of Administration to the PA; 
 
11.5.2 Presentation of a Creditor’s Claim, in proper form within the statutory 

period for filing claims; 
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11.5.3 Allowance of the claim by the PA; 

 
11.5.4 Approval of the claim by the Court or PA, whichever is appropriate; and 

 
11.5.5 Sufficient funds in the estate to pay the Claim. 

 
11.6 Payment is made contingent on the estate being solvent when it is closed.  

Therefore, when payment is made and it is later determined that the estate is 
insolvent to the point of prorating priority Creditor’s Claims, a proportional refund 
will be requested.  Establishment’s failure to return the refund within 15 working 
days shall be grounds for removing and/or suspending the Establishment from 
the List.   
 

11.7 Documentation 
 

11.7.1 Authorized services provided by the Establishment and/or authorized 
fees paid by the Establishment shall be documented on the DE-172, 
Creditor’s Claim. 

 
11.7.2 Per PA’s instructions, Establishment shall either file the DE-172 with the 

Court and simultaneously provide the PA a copy of the filed form or 
submit the DE-172 directly to the PA.    

 
11.8 The PA is not responsible for any non-payable claims which may include, but are 

not limited to, the following: 
 
11.8.1 Claims for services prepaid by the decedent or other person in a pre-

need arrangement; 
 
11.8.2 Claims for services paid for by a family member, or friend of the 

decedent or on behalf of the decedent, or family of the decedent;  
 
11.8.3 Claims for services not authorized by the PA in writing; 
 
11.8.4 Claims for unreasonably large sums at the discretion of the Court; and   
 
11.8.5 Claims not within the statute of limitations as outlined in § 9100 of the 

Probate Code.  
 

12.0 AMENDMENTS 
12.1 The PA reserves the right to amend this Statement of Work.  Establishment 

agrees to comply with any amendments to this Statement of Work upon 
notification.     
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13.0 NOTICES 
13.1 The PA will send notices in writing and shall be addressed to the parties as 

identified in Exhibit F, Establishment’s Contact Information.  A change in 
address shall be made to the PA by prior written notice.   

 

 
Statement of Work Page 18 
Mortuary Services 
TTC RFSQ – PA 2005-01  



 

 
 

 
EXHIBIT A 

 
OFFER TO PERFORM MORTUARY SERVICES 

 
 



 

 
 

OFFER TO PERFORM MORTUARY SERVICES 
 

 
This Offer to Perform Mortuary Services “Offer” is being submitted by ________________  
hereafter referred to as “Establishment” to the Los Angeles County Public Administrator 
hereafter referred to as “PA” for consideration to provide Mortuary Services.     
 
By the signed submission of this Offer, the Establishment agrees to provide Mortuary Services 
to the PA in accordance with the Statement of Work for Mortuary Services and including all 
attachments and/or Exhibits to the Statement of Work.   
 
I understand that the PA may remove the Establishment from the Master List for failure or 
refusal to perform the required services in a manner acceptable to the PA, including, but not 
limited to the following:  
 

 Failure to maintain and/or provide to the PA in a timely manner all State required 
licenses and/or certificates; 

 
 Failure to maintain and/or provide to the PA in a timely manner agreed upon 

insurances; 
 

 Failure to maintain and/or provide to the PA in a timely manner any agreed upon 
reports, documents, filings, or other data the Establishment may be responsible to 
provide to the PA; 

 
 Failure to provide any of the services described in the Statement of Work; 

 
 Refusing a referral from the PA without good cause as determined by the PA; 

 
 Bankruptcy; 

 
  Legal proceedings that in the PA’s sole opinion may seriously jeopardize or bring into 

question the integrity of the Establishment and/or its owner(s), partner(s), or 
director(s) and the services provided; 

 
 Failure/refusal to return a refund as requested by the PA within 15 working days from 

request.   
 

 Any action of suspension and or revocation by the Bureau may be grounds for 
removal and/or suspension from the List for a period of time as determined by the PA; 

 

 

 

 

 

 



OFFER TO PERFORM 
MORTUARY SERVICES  

 
 

I, ___________________________________ declare under penalty of perjury that I represent 

and am authorized to sign this Offer to Perform on behalf of ___________________________, 

located at __________________________________________________ and do hereby agree 

to all said terms and conditions set forth in this Statement of Work for Mortuary Services.  

 

 

___________________________________ 

Signature of Owner/Funeral Director 

 

__________________________________ 

Title 

 

__________________________________ 

Date 

 

___________________________________ 

Tax ID Number 

 

Executed at Los Angeles County, California, this _______ Day of ___________, 20__. 

 



 

 

 
 
 
 

EXHIBIT B – PRICING SCHEDULE



 Pricing Schedule         2009                Exhibit B 
                        (Revised July, 2009) 
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*  Caskets utilized shall be equivalent to those described or better according to the corresponding Mortuary Allowance.  
**  Allowance is the Total Allowance unless additional funds are authorized by the PA. 
 

Arrangement 
No. 

CASKET DESCRIPTION* MORTUARY ALLOWANCE** 

1 
Cloth Covered, Raised Flat Top or Oval Unit, With Six 

Handles, Fully Lined 
$2,400 minus any prepaid amounts for items 

required by the PA. 

   

2 
Earth tone or Gray Finished Metal, With Painted 

Hardware, Fully Lined 
$2,900 minus any prepaid amounts for items 

required by the PA 

   

3 
20 Gauge Metal, Hardwood or Polished Wood Unit, 
With Crepe Interior, Perfection Cut or Hinge Panel, 

Coordinated Plated Hardwood 

$4,200 minus any prepaid amounts for items 
required by the PA 

   



 

EXHIBIT C 
 

REFERRAL FORM 
 
 

 



 

COUNTY OF LOS ANGELES 
TREASURER AND TAX COLLECTOR 
PUBLIC ADMINISTRATOR OPERATIONS 

HALL OF RECORDS  
320 WEST TEMPLE STREET, NINTH FLOOR  

LOS ANGELES, CALIFORNIA  90012 
 

      

Referral Form  Page 1  

MARK J. SALADINO          
TREASURER AND TAX COLLECTOR        

TELEPHONE 
(213) 974-0418 

      September 16, 2005 
FAX  
(213) 613-0159  

SENT VIA FACSIMILE  
Establishment Name 
Address 
City, CA ZIP 
 
 
RE:  The Estate of ____________ 
 
This is to confirm our telephone conversation and provide you with written authorization to provide the 
services as described in the Statement of Work for Mortuary Services.  The total Mortuary Allowance for 
authorized services shall not exceed $ _______.  The casket provided shall be equal to or better than the 
casket described in line _____ of the Pricing Schedule.  
 
Additional Instructions/Description  
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Notify the following person(s) of the date, place and time of the services:  
  
Name Address Telephone 
   
   
   
   
   

 
  
The interment will take place at _________________________ cemetery.   
 
 
You must file the original DE-172, Creditor’s Claim with:   
 

 The Los Angeles Superior Court and a copy provided to this PA at the above address.    
 

 The PA’s office at the above address. 
 

• A copy of the death certificate must be submitted to the PA’s office along with the DE-172.   
• Service Arrangement Confirmation and Additional Services Report must be received by this office 

as soon as arrangements have been finalized but no later than one (1) business day prior to the 
Funeral Service.     



EXHIBIT D 

Initial Decedent Referral Form  Page 1  

 
County of Los Angeles 
Treasurer and Tax Collector 
Public Administrator Operations 

 320 W. Temple St., 9th Floor 
Los Angeles, CA 90012 
INTAKE UNIT: (213) 974-0460 
FAX: (213) 633-1944 

 EA #: 
 

INITIAL DECEDENT REFERRAL REPORT 

 INTAKE CLERK INITIALS: 
 
PLEASE TYPE OR PRINT CLEARLY 

Decedent Name:  
 
 
AKA(s): 
 
 

 Male     Female 

Last Address: 
(Include facility name) 
 
 
 
ZIP: 
Phone: (     )                                   Ext:  

Date of 
Death:  
 
 
Date 
Reported:  

Reported By: 
(Name and Address) 
 
 
 
 
ZIP 
Phone (       )                      Ext.  

Place of Death 
(Facility Name and Address) 
 
 
 
 
ZIP 
Phone (      )                  Ext.  

Body Located At:  
(Facility Name and Address) 
 
 
 
 
 
 
ZIP 
Phone  (     )                Ext.  

Birth date (mm/dd/yyyy) Age Birthplace 
 
 

Social Security # 
 

Veteran # 

Race: 
 

Marital 
Status:  

Cause of Death: Religion: Citizenship: 

Funeral Information: 
Burial Instructions Found  Yes    No 
Decedent has Pre-need    Yes    No 
Decedent has Prepaid      Yes     No 
 
Funeral Arranged By:  
 
 
Phone (     )                      Ext. 
Shipped Body To:  

 
Mortuary/Cemetery: 
 
 
Address:  
 
 
Phone (    )                             Ext. 

Will Information :   None   Formal    Holographic        
If You Have A Copy Of the Will, Please Attach  
Executor (Name and Address) 
 
 
 
 
 
Phone (     )  

Attorney (Name and Address) 
 
 
 
 
Phone (     ) 

Location of Will: 
 
 
Date of Will:  



EXHIBIT D 

DECEDENT NAME: _________________________________________________________ 

Relatives, Next-of-Kin, Friends, Employer - Please Indicate Relationship of Each Person 
Relationship Name and Address Telephone 

Number 
Spouse   

(If Predeceased – DOD) (Place of Death – City and State)  
   
Children   
   
   
   
Other Relatives   
   
Friends   
   
   
Employer   
Other   
   

Assets & Inventory 
 No Assets to Report  

Item Type & Acct. # Location 
Estimated 
Value  

  Keys   N/A 
  Trust Account   $ 
 Bank Account(s)   $ 

   $ 
  Jewelry   $ 
  Cash   $ 
  Credit Cards   N/A 

Safe Deposit Box  
Key   Yes   No  

   

 Other   $ 
Additional Information: 
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EXHIBIT E  
 

SERVICE ARRANGEMENT CONFIRMATION 
 AND ADDITIONAL SERVICES REPORT 

 

 



Number of Pages Faxed _______ 

Page 1 
 

 

DATE: ________________ 
 
FAX TO: COUNTY OF LOS ANGELES PUBLIC ADMINISTRATOR – (213) 633-1944  
 
ATTN:  _________________________________________________________  
 
FROM:  ____________________________________________________ 
    (ESTABLISHMENT) 
 
TELEPHONE: (       ) _________________ EXT. _________ 
 
CONTACT NAME: ______________________________________________ 
 
SUBJECT: SERVICE ARRANGEMENT CONFIRMATION AND ADDITIONAL SERVICES 

REPORT FOR ______________________________________ 
    (DECEDENT’S NAME)  

  
This is to confirm service arrangements for _____________________________________ have been 
finalized and to report any additional services provided by or through this Establishment. 
 
Services for the above name decedent will be conducted at __________________________ located at  
 
______________________________________________________(Address) on ___________, 20___,  
                     (Date)  
at _____:____    am  pm.    
           (Time)     (Circle One)  
  
 
The following authorized services were provided:  
Check all that apply. (Add additional sheets as necessary) 
 Item                  Description                                Cost              _____    
  

  Funeral Service        $ _____________ 
 

 Clergy         $ _____________ 
 

 Music         $ _____________ 
  

 Casket          $ _____________ 
   

 Coroner’s fees        $ _____________  
 

 Newspaper Publication        $ _____________ 
 

 Flowers         $ _____________ 
 

 Burial Permit        $ ______________ 
 

 Preparation, Care and Custody      $ ______________ 
 

 Graveside        $ ______________ 
 

 Transportation        $ ______________ 
 

 Other         $ ______________ 
 
     Total  $  ___________ 



 
The following items/services have been prepaid or provided by or on behalf of the decedent, and/or friends/family 
of the decedent.     
 
Check all that apply:  
(Add additional sheets as necessary) 
 
Item                      Description    Paid by   Amount__________    
 

 Funeral Service         $ _____________ 
 

 Clergy          $ _____________ 
 

 Music          $ _____________ 
  

 Casket           $ _____________ 
   

 Coroner’s fees         $ _____________  
 

 Newspaper Publication         $ _____________ 
 

 Flowers          $ _____________ 
 

 Burial Permit         $ ______________ 
 

 Preparation, Care and Custody       $ ______________ 
 

 Graveside         $ ______________ 
 

 Transportation         $ ______________ 
 

 Other          $ ______________ 
 
         Total  $ _____________ 
  
As instructed by the PA the following person(s) were notified: 
 

NAME TYPE OF CONTACT ATTEMPTS  DATE OF 
CONTACT 

 Phone  
 

Successful 
 Unsuccessful 

 

Mail 

  

 Phone  
 

Successful 
 Unsuccessful 

 

Mail 

  

 Phone  
 

Successful 
 Unsuccessful 

 
Mail 

  

 Phone  
 

Successful 
 Unsuccessful 

 
 Mail 

  

 
I have attached documentation from the PA authorizing me to provide the above services.   
 
The undersigned certifies that the above account of services provided is true and correct to the best of 
their knowledge. 
 
_________________________________________ ____________________________  
  Funeral Director or authorized designee     Date

Page 2         Attachments ___ 
 



 

 
 

EXHIBIT F – ESTABLISHMENT CONTACT INFORMATION 
 

 
ESTABLISHMENT: 
 
Name: 
 
Mailing Address: 
 
Telephone: 
 
Fax:  
 
E-mail: 
 
Site Address: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 
 
 

EXHIBIT G – AVAILABLE SERVICES 
 
 
Location(s): 
Location Name Address (Include Zip Code) Phone FAX  Contact  
 
 

    

 
 

    

 
 
 
Services Available:  

 
 
 
 
Specialties*:  
(Such as provides Jewish mortuary, Catholic mortuary, staff speak English/Spanish)    
 
 
 
 
 
 
Restrictions in service delivery*:  
(Indicate which services/specialties are not available at each location)  

Location  Services Specialties  Comments 
 
 

   

 
 

   

 
 
 
*If none, please also provide a statement.  
 

 



 

 

 
EXHIBIT H 

 
CHANGE TRANSMITTAL  

 

 



Number of Pages Faxed _______ 

  

 
FAX TO: COUNTY OF LOS ANGELES PUBLIC ADMINISTRATOR – (213) 633-1944  
 
ATTN:   
 
FROM:  ____________________________________________________ 
    (ESTABLISHMENT) 
 
TELEPHONE: (       ) _________________ EXT. _________ 
 
CONTACT NAME: ______________________________________________ 
 
SUBJECT: CHANGE TRANSMITTAL   
 
  
This is to report the following change(s):   
 

 Service Change 
 

 Staff Change 
 

 License Change 
 

 Mailing Address Change 
 

 Location Change 
 

 Other  
 
 
 
Please describe in detail each change checked above, and provide the effective date of the changes as 
well as any supporting documentation.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
_________________________________________ ____________________________  
  Funeral Director or authorized designee     Date



 

  

 
EXHIBIT I 

 
DE-172, CREDITOR’S CLAIM 

 



 



 



 

 
 

EXHIBIT J 
 

EEO CERTIFICATE 
 

SEE REQUIRED FORM 2 
 
 
 
 

 
 



 

 
EXHIBIT K – IRS FORM 1015 

  
 

 

 

 
 



 

 

 
 
 
 

 
 



 

 
EXHIBIT L – SAFELY SURRENDERED BABY FACT SHEETS 

 

 

 
 



 

 
 



 

 
 



 
 

 



 

 

 



 

 
EXHIBIT M – GAIN/GROW INFORMATION 

 
All of our services are FREE.

When you're ready to hire, we're ready to help - Our candidates are prepared and 
available for interviews on short notice. 

We can save you time and money by pre-screening applicants to meet your specific 
needs. 

We conduct Job Fairs that feature a large number of highly qualified participants on hand for 
your evaluation.  At our Job Fairs, you can conduct interviews and hire on the spot! 

Working with L.A. GAIN is a rewarding experience.   
It is rewarding to your company's bottom line when you employ L.A. GAIN candidates.  We put 
you in touch with potential employees who have child care benefits and health care coverage in 
place when you hire them. 

It is rewarding to your company's productivity to hire the qualified, enthusiastic individuals you 
will meet through L.A. GAIN. 

It is also rewarding to be part of a national effort committed to helping families in our community 
become self-sufficient. 
 
We continue to work with participants after they go to work for you.  L.A. 
GAIN believes job readiness and career mobility are ongoing efforts.  Our GAIN Case Managers 
keep in touch with the participants you hire, providing support, resources and information to help 
them realize their full potential.   

Tax credits, such as the Work Opportunity Tax Credit (WOTC) and the Welfare-to-Work Tax 
Credit, offer attractive tax benefits for your participation in the welfare-to-work effort.  

 
 
To find the GAIN/GROW office nearest to your Establishment you may access the following 
website: www.ladpss.org/dpss/gainservices/locations.cfm. 
  
 
 
 
 
 
 
 
 
 
 
 
 

 

 

http://www.ladpss.org/dpss/gainservices/JobFairs.cfm
http://www.ladpss.org/dpss/gainservices/locations.cfm


PART F 
 
 

REQUIRED FORMS 
 
 
 
 
 



 

                

REQUIRED FORM 1 
CERTIFICATION OF NO CONFLICT OF INTEREST 

 
 

 
TTC shall reject any SOQ submitted by, the persons or entities specified below, unless TTC finds that 
special circumstances exist which justify the acceptance: 

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

body; 
 

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

 
3. Persons who, within the immediately preceding 12 months, came within the provisions of number 1, 

and who: 
 

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

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

4. Profit-making firms or businesses in which the former employees, described in number 3, serve as 
officers, principals, partners, or major shareholders.  

  
 
Establishment certifies that a conflict of interest as described above does not exist.   
 
____________________________________________________ 
Establishment Name 
 
____________________________________________________ 
Official Title of Authorized Signer 
 
____________________________________________________ 
Official’s Signature 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cert. of No Conflict of Interest 



 

                

 
 

REQUIRED FORM 2  
Prospective Establishment’s EEO Certification  

 
___________________________________________________________________________________ 
Company Name 
 
___________________________________________________________________________________ 
Address 
 
___________________________________________________________________________________ 
Internal Revenue Service Employer Identification Number 
 
 

GENERAL 
 

In accordance with provisions of the County Code of the County of Los Angeles, the Prospective 
Establishment certifies and agrees that all persons employed by such firm, its affiliates, subsidiaries, or 
holding companies are and will be treated equally by the firm without regard to or because of race, 
religion, ancestry, national origin, or sex and in compliance with all anti-discrimination laws of the United 
States of America and the State of California. 
 
 CERTIFICATION YES NO 

 
1. Prospective Establishment has a  written policy statement prohibiting 

discrimination in all phases of employment.  (     ) (     ) 
 
2. Prospective Establishment periodically conducts a self-analysis or 

utilization analysis of its work force. (     ) (     ) 
 
3. Prospective Establishment has a system for determining if its  

Employment practices are discriminatory against protected groups.  (     ) (     ) 
 
4. When problem areas are identified in employment practices, 

Prospective Establishment has a system for taking reasonable  
corrective action to include establishment of goal and/or timetables. (     ) (     ) 
 
 

 
 
___________________________________________  ________________________ 
Signature   Date 
 
 
________________________________________________________________________ 
Name and Title of Signer (please print) 
 
 
 
 
 
EEO CERTIFICATION 
 



 

                

Required Form 3 – Offer to Perform Mortuary Services  
 
 
 
 



 

 
 

OFFER TO PERFORM MORTUARY SERVICES 
 

 
This Offer to Perform Mortuary Services “Offer” is being submitted by ________________  
hereafter referred to as “Establishment” to the Los Angeles County Public Administrator 
hereafter referred to as “PA” for consideration to provide Mortuary Services.     
 
By the signed submission of this Offer, the Establishment agrees to provide Mortuary Services 
to the PA in accordance with the Statement of Work for Mortuary Services and including all 
attachments and/or Exhibits to the Statement of Work.   
 
I understand that the PA may remove the Establishment from the Master List for failure or 
refusal to perform the required services in a manner acceptable to the PA, including, but not 
limited to the following:  
 

 Failure to maintain and/or provide to the PA in a timely manner all State required 
licenses and/or certificates; 

 
 Failure to maintain and/or provide to the PA in a timely manner agreed upon 

insurances; 
 

 Failure to maintain and/or provide to the PA in a timely manner any agreed upon 
reports, documents, filings, or other data the Establishment may be responsible to 
provide to the PA; 

 
 Failure to provide any of the services described in the Statement of Work; 

 
 Refusing a referral from the PA without good cause as determined by the PA; 

 
 Bankruptcy; 

 
  Legal proceedings that in the PA’s sole opinion may seriously jeopardize or bring into 

question the integrity of the Establishment and/or its owners, partners, or directors and 
the services provided; 

 
 Failure/refusal to return a refund as requested by the PA within 15 working days from 

request.   
 

 Any action of suspension and or revocation by the Bureau may be grounds for 
removal and/or suspension from the List for a period of time as determined by the PA; 

 

 

 

 

 

 



OFFER TO PERFORM 
                     MORTUARY SERVICES  

 
 

 

I, ___________________________________ declare under penalty of perjury that I represent 

and am authorized to sign this Offer to Perform on behalf of ___________________________, 

located at __________________________________________________ and do hereby agree 

to all said terms and conditions set forth in this Statement of Work for Mortuary Services.  

 

 

___________________________________ 

Signature of Owner/Funeral Director 

 

__________________________________ 

Title 

 

__________________________________ 

Date 

 

___________________________________ 

Tax ID Number 

 

Executed at Los Angeles County, California, this _______ Day of ___________, 200__. 



 
Required Form 4 – Establishment Information  

 
 

Legal Name of Establishment _________________________________________________ 
 
 
DBA(s) ____________________________________________________________________ 
 
Mailing Address 
_____________________________________________________________________________
_____________________________________________________________________________ 

 
 

Telephone ____________________________   Fax ________________________________ 
 
 
 
Type of Business:    Single Proprietorship  Partnership 
     Corporation    LLC 
     Other __________   
 
 
Non-Profit Status:   Non-Profit     For Profit  
     
     
 
 
List the Names of All Owners, Partners, and Officers in the Establishment  
 
 
 
Name           Percentage Owned 
 
 

 

 
 

 

 
 

 

 
 

 

 
 
 
 

 



 

Required Form 5 – Licenses History 
 
 

State License Information 
 
Funeral License Number: ___________________________ 
 
Date Issued: _______________ 
 
Change of Name Certification Number: _______________________ 
 
Name and Address exactly as it appears on License:  
 
 
 
 
 
Has the License (or Licensee) ever been censored, disciplined, suspended 
or revoked by the Bureau or any other Governmental agency? 

  Yes   No 
 
If Yes, Please Explain: 
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
(Attach additional sheets as necessary) 

 
 

Are there currently any disciplinary matters pending before the Bureau or 
any other Governmental agency? 

  Yes  No 
 
If Yes, Please Explain:   
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________ 

 



 

Required Form 6 

 



 

 
EXHIBIT G – AVAILABLE SERVICES 

 
Location(s): 
Location 
Name 

Address (Include Zip 
Code) 

Phone FAX  Contact  

 
 

    

 
 

    

 
 
Services Available:  

 
 
 
 
Specialties*:  
(Such as provides Jewish mortuary, Catholic mortuary, staff speak English/Spanish)    
 
 
 
 
 
 
Restrictions in service delivery*:  
(Indicate which services/specialties are not available at each location)  

Location  Services Specialties  Comments 

 
 

   

 
 

   

 
 
*If none, please also provide a statement. 

 



 

Required Form 7  
 

Establishment Contact Information  
 
 
 
 
 
 

 



 

EXHIBIT F – ESTABLISHMENT CONTACT INFORMATION 
 
 

ESTABLISHMENT: ___________________________________________ 
 
Funeral Director Name: 
 
Mailing Address: 
 
Telephone: 
 
Fax:  
 
E-mail: 
 
Site Address: 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 



 

Required Form 8 
 

Prospective Establishment’s Certification 
 
 
 
 
 
 

 



 

REQUIRED FORM 8 
 

PROSPECTIVE ESTABLISHMENT’S CERTIFICATION 
 
 
 
________________________________(hereafter "Prospective Establishment") 
(Prospective Establishment’s Name) 

hereby certifies that the information submitted by Prospective Establishment 
named above in response to TTC’s RFSQ for Mortuary Services is true and 
correct to the best of Prospective Establishment’s information and belief. 
 
 
 
 
_______________________________________________ 
(SIGNATURE OF PROSPECTIVE ESTABLISHMENT’S AUTHORIZED OFFICIAL) 
 
 
___________________________________________ 
(PRINT NAME) 
 
 
___________________________________________ 
(PRINT TITLE) 
 
 
___________________________________________ 
(DATE) 
 

 
 
 
 
 
 
 
 
 

 



 

Form 9 
 

Employee Listing  
 
 
 
 
 

 



Employees for _______________________________________________ 
 

Establishment’s Licensed Employees 
Position  Employee Name   Type of 

License 
Expiration Date 

    
    
    
    
    
    
    

 
 
 

Establishment’s Non-Licensed Staff 
Position Number of Staff Full-Time/Part-Time 

   
   
   
   
   
   
 
 
 
 
Partners/Contractors that provide essential services to the Establishment 

Name of 
Contractor/Partner Service Provided Licensed (Yes/No) 

   
   
   
   
 

 



 
 

PART G 
 
 
 

ATTACHMENT 



Listing of Contractors Debarred in Los Angeles 
County 

Vendor Name: A. DATA SOLUTION (AUTOMATED DATA SOLUTION)  
Alias:   
Principal Owners 
and/or Affiliates: Renee Setero 
Debarment Start 
Date: 3/4/2003    Debarment End Date: 3/3/2006 

Vendor Name: ADVANCED BUILDING MAINTENANCE  
Alias:   
Principal Owners 
and/or Affiliates: Michael Sullivan Erlinda Sullivan 
Debarment Start 
Date: 6/14/2005    Debarment End Date: 6/13/2008 

Vendor Name: LA INTERNET CORPORATION  

Alias: 2X, Inc. a.k.a. LA Internet, Inc., 2X Access, Internet Business 
International; (Referred to collectively as ''LA Internet'')  

Principal Owners 
and/or Affiliates: Ken Reda 
  Albert Reda 
  Louis Cherry 
Debarment Start 
Date: 9/9/2003    Debarment End Date: 9/8/2006 

Vendor Name: MTS Advanced Corp. 
Alias:   
Principal Owners 
and/or Affiliates: Emir Khan / Zulaine Hernandez 
Debarment Start 
Date: 2/8/2005    Debarment End Date: 2/7/2008 
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