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REQUIRED SUPPLEMENTAL DOCUMENTS 
 

INSTRUCTIONS ON SUBMISSION OF DOCUMENTS. 
 
For Contracts up for renewal (submit every three years): All the documents listed 
below must be submitted to DMH’s Contracts Development Administration 
Division at 550 S. Vermont Ave., 5th Floor, Los Angeles, CA 90020, at the time of 
execution of Contract, but no later than ten (10) business days after July 1st of the 
fiscal year in which Contract is being renewed (for new Contracts with an 
effective date other than July 1st, these documents must be submitted ten (10) 
business days after the effective date of the Contract).  Documents must be 
submitted in a one-subject binder in sequence as listed below.  Contractor must 
give a good cause justification, in writing, for not submitting the documents in 
the time period described above.  The written justification must be addressed to 
the DMH lead District Chief overseeing the Contract.   
 
For Contracts that will be superseded (submit annually if necessary):  The 
documents listed below, with the exception of No. 3 Financial Responsibility 
Requirements, No. 10 Indemnification and Insurance, and No. 14 Contractor 
Acknowledgement and Confidentiality Agreement, must be resubmitted to DMH 
only if there are any updates or revisions after the initial period of submission.  
See above for submission instructions.  
 
1. Corporation Documents.           

Provide a copy of the following:  
 

a. List of Authorized Persons:  Board minutes authorizing the person(s) and 
identifying her/his job title that is (are) legally empowered to sign legal 
documents on behalf of the organization.   

 
b. Articles of Incorporation and Corporate Seal:  The imprint/copy of the 

Corporate Seal if the organization is a corporation is to be affixed to the 
copy of the Articles of Incorporation.  The Corporate Seal must read 
the same as the organization’s name.  An explanation for any 
difference, if any, between the Corporate Seal and the organization’s 
name as used in the Negotiation Package is to be provided.  

 
c. By-Laws/Amendments 

 
2. Organizational Chart.  Attach a current/proposed organizational chart, showing 

all existing and proposed mental health and substance abuse 
programs/subprograms irrespective of DMH funding. 
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3. Financial Responsibility Requirements. 
 

a. The organization must comply with DMH’s Financial Responsibility 
Requirements for Existing DMH Contractor (for existing contractors) 
or Financial Responsibility Requirements for Contracting with the 
County of Los Angeles Department of Mental Health (for new 
prospective contractors).  These respective DMH Policy/Procedures can 
be accessed in their entirety at the following County websites.   

b. Existing contractor,  DMH Policy 412.20: 
  http://lacdmh.lacounty.gov/policy/Contractors/docs/412_20.pdf 

c. Prospective new contractor, DMH Policy 412.21: 
          http://lacdmh.lacounty.gov/policy/Contractors/docs/412_21.pdf 

The financial information requested by DMH will be used to assess 
whether the organization appears financially capable to continue in 
business through the contract term and can finance all costs of this 
contract for a period of sixty days at any time during the contract 
period. 

 
d. Financial Statements.   
    

i. The financial statements, including a profit and loss/revenue and 
expenditure statement and balance sheet as prepared by a third 
party Certified Public Accountant, must be submitted to the 
Contracts Development and Administration Division for every year 
that the Agreement is in effect. 

 
ii.   Submit the agency’s most current financial statements, including a 

profit and loss/revenue and expenditure statement and balance 
sheet as prepared by a third party Certified Public Accountant 
within 9 months after close of each fiscal year or 30 days after 
completion of audit, whichever occurs first.  Agencies with 
average Annual Operating Revenues based on the following 
parameters shall submit compiled reviewed or audited financial 
statements as indicated. 

 
 Compiled Statements, for agencies with annual operating revenues 

averaging up to $49,999 
 

 Reviewed Statements, for agencies with annual operating revenues 
averaging from $50,000 - $499,999 

 
Audited financial statements for agencies with annual operating 
revenues averaging $500,000 or more 

 



   
 DMH LEGAL ENTITY AGREEMENT 

ATTACHMENT X 
                      

 

 3 

4. Rent and Lease Agreements specifying all Terms and Conditions shall be 
made available within three (3) business days should DMH or its 
representative request the documents.   
Such agreements if requested are to include: term of Agreement; monetary 
consideration; other leasing consideration; full names and addresses of leaser; 
and any family/related party relationship between leaser and the organization 
and its officers and Board of Directors including a full listing of full names of 
officers, directors, etc. who have any family/related party relationship with leaser.  
 

5. Fully Executed Contracts (e.g., Consultants, professional services, etc.) shall 
be made available within three (3) business days should DMH or its 
representative request the documents.  

 
6. Equipment Lease(s) copies for equipment, including automobiles, photocopiers, 

etc. shall be made available within three (3) business days should DMH or 
its representative request the documents.   

 
7. Maintenance Agreement(s) for equipment and other items shall be made 

available within three (3) business days should DMH or its representative 
request the documents.                  

 
8. Non-Discrimination in Services and Employment Policy Statement.  Submit 

the following:   
           

a. Policy statement of non-discrimination in delivery of services and 
employment practices.                      

b. Non-discrimination in Employment Complaint Procedures.  Include a copy 
of such procedures which are to be posted by contractor.  

c. Written procedures to address complaints concerning non-discrimination 
in services.  Include a copy of such procedures which are to be posted by 
contractor in the facility (ies).                   

 
9. Other Government Contracts - Attachment XII – 4.  Provide a list of all 

contracts with other County, State, and federal departments/agencies and the 
amount of each contract.  

 
10. Indemnification and Insurance – Contractor must comply with and submit 

insurance verification documents per Contract Paragraph 21.   
       
11.   Subcontract(s) – List of all subcontractors.                    

  
Contractors must have prior written approval from DMH in order to enter a 
particular subcontract.   
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12. County of Los Angeles Community Business Enterprises (CBE) Program.   
 

It is the policy of the County of Los Angeles Board of Supervisors that minority, 
women, disadvantaged, and disabled veterans business enterprise be afforded 
the maximum opportunity to participate in the County’s procurement program. To 
assist in this endeavor, the Board of Supervisors established the CBE Program. 
To be eligible to participate in the County’s CBE Program, a business must either 
be certified as a minority, women, disadvantaged, or disabled veterans business 
enterprise.  To request County of Los Angeles certification as a minority and/or 
women owned business enterprise, or be recognized as a Disadvantaged 
Business Enterprise (DBE) or Disabled Veterans Business Enterprise (DVBE) for 
CBE program participation, a business may visit the county website at 
http://oaac.co.la.ca.us/contract/cbemain.html.  Include a copy with this Contract if 
successfully enrolled with the State.   

 
13. County of Los Angeles Local Small Business Enterprise Preference (SBE) 

Program.    
 

The County encourages all current and prospective contractors to apply for 
participation in the County’s SBE Program if applicable for their organization.  In 
the event the organization decided to participate in the Local SBE Program, 
complete and submit the State application; and complete and submit the County 
application to the County of Los Angeles Internal Services Department.  If 
successfully enrolled include a copy and the County acceptance with this 
Contract.        
 
The local small business enterprise preference program is a race and gender-
neutral program designed to enhance purchasing and contracting opportunities 
for local small businesses within the County of Los Angeles. The program 
purpose is to aid and assist, to the maximum extent possible, the interest of local 
small business concerns in order to preserve free competitive enterprise and to 
ensure that a fair proportion of the total purchases and contracts or subcontracts 
for procurement of goods or services for the County are placed in such 
enterprises. 
 
a. Prior to applying for the County’s Local SBE Program, your organization 

must first be certified by the California Department of General Services Office 
of Small Business and DVBE Certification (OSDC) 
http://www.pd.dgs.ca.gov/smbus/default.htm as a SBE.  To register go to the 
State web page (above) and follow the instructions. 

 
b. A local SBE is a business: 

(i) Certified as a “Small Business Enterprise” (SBE) by the State of 
California Office of Small Business and DVBE Certification (OSDC); 
and 
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(ii) Whose principal office is currently located and has been located in 
the County of Los Angeles for at least the past 12 months; and  

(iii) Certified by the County of Los Angeles Internal Services Department. 
http://doingbusiness.lacounty.gov/main_db.htm 

 
14. Contractor Acknowledgement and Confidentiality Agreement - Attachment 

XII - 1 
Purpose: The organization acknowledges awareness that its employees, 
contractors, subcontractors and vendors are its sole responsibility, are not 
employees of the County, while performing services under the contract, and 
will not acquire any rights or benefits from the County of Los Angeles 
pursuant to any Agreement between any persons or entity and the County of 
Los Angeles.  The organization also acknowledges its responsibility 
regarding the confidentiality of certain information.  

 
15. Contractor Employee Acknowledgement and Confidentiality Agreement – 

Attachment XII – 2. 
 
This form will be required for each contractor employee.  Such form shall be 
made available within three (3) business days should DMH or its 
representative request the documents.  
Purpose: The Contractor’s employee acknowledges awareness that he/she 
is not an employee of the County, while performing services under the 
contract, and will not acquire any rights or benefits from the County of Los 
Angeles pursuant to any Agreement between any persons or entity and the 
County of Los Angeles.   
         

16. Contractor Non-Employee Acknowledgement and Confidentiality 
Agreement – Attachment XII – 3.   

 
This form will be required for each contractor’s subcontractor employee.  
Such form shall be made available within three (3) business days should 
DMH or its representative request the documents.   
Purpose: The Subcontractor’s employee acknowledges awareness that 
he/she is not an employee of the County, while performing services under 
the subcontract, and will not acquire any rights or benefits from the County of 
Los Angeles pursuant to any Agreement between any persons or entity and 
the County of Los Angeles.         

                  
 


