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STAFF REPORT 

MEETING 
DATE: August 28, 2018 

TO: City Council 

FROM: Michael L. Antwine II, Assistant City Manager 
Peggy Flynn, Assistant City Manager 
Tony Clark, Finance Manager  

SUBJECT: APPROVE AN AGREEMENT WITH HINDERLITER, DE LLAMAS 
AND ASSOCIATES FOR BUSINESS LICENSE AND TRANSIENT 
OCCUPANCY TAX ADMINISTRATIONAND AUTHORIZE THE CITY 
MANAGER TO EXECUTE SAME

REQUEST 

Adopt a resolution approving a professional services contract for business license and transient 
occupancy tax administration in the amount of $73,940 with HdL for FY 18/19 and authorize the 
city manager to execute same.

BACKGROUND 

As part of City budget discussions with City Council that occurred in May and June 2018, 
staff requested and received approval for funding to augment in-house staff related services 
for the City’s business license and Transient Occupancy Tax (TOT) administration. 
Currently, the Finance Division administers the revenue collections of both taxes, as well 
as oversees the Downtown Business Improvement District (DBID) assessment levy and 
collection. Additionally, Finance staff also manage the City’s TOT - the tax paid by hotel and 
motel guests for short-term stays. 

The City has more than 4,700 business licenses that generate approximately $1.4M in license and 
permit revenue to the General Fund, including permit revenue processed through the Police 
and Community Development Departments. Currently, Novato has 6 hotels / motels with over 
470 rooms generating approximately $1.8M in annual TOT revenue. 

The Finance Division is currently staffed with three technicians who manage accounts payable, 
accounts receivable, and process payroll for the entire City.  There is also an Accounting 
Supervisor and Finance Manager. The City’s Finance staff generates invoices, as well as provides 
customer support and assists many of the City’s 4,700 businesses with the fee structure and the 
completion of their license / permit applications.  Finance staff are responsible for all 
remittances, cash handling, and the collection of DBID assessments, and the remittance of 
revenue to the Novato Downtown Business Association each quarter. 
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In addition, Finance staff invoices the City’s hotels / motels for their quarterly 12% transient 
occupancy tax and oversees the accounting of the quarterly revenue to the General Fund.  Finance 
is also responsible for the calculation and remittance of the 2% revenue to the Marin County 
Tourism Business Improvement District, and remits 1% to the Novato Chamber of Commerce.   

Due to recent staffing changes, and a steady increase in service demands on the Finance Division, 
staff have been evaluating strategies to create a more efficient organizational processes, equitable 
re-distribution of workload and opportunities to effectively leverage its limited resources.  

DISCUSSION 

After researching options for Business License and TOT administration, staff is recommending  
HDL, a 3rd party firm that can administer the full cycle of business license and transient occupancy 
tax revenue collections for the City of Novato at a competitive cost, while also providing superior 
value. A number of other Bay Area cities utilize HdL for these types of services and are pleased 
with their work. As a solely based California business, HdL employees are knowledgeable in 
California tax laws. Additionally, HdL’s service team comprised of individuals with extensive 
experience in business license tax administration and discovery, financial management and 
economic development. 

Business License Tax Administration 

HdL’s Certified Revenue Managers will have a concentrated focus on customer service and 
education, and their management program will reduce several inefficient and duplicative processes 
that are very labor intensive and cumbersome on staff and business license customers. Some of the 
customer service and processes improvements the city will achieve by utilizing the HdL system 
are listed below:  

• Online application and renewal filing for businesses
• Online instant access to reporting
• Payment lock-box processing
• Extended hours customer service support for businesses
• Customer focused service

In addition, HDL Solutions will oversee all business license and TOT tax compliance services as 
well.  These services are related to revenue and discovery audits to ensure unlicensed businesses 
are identified and comply with City ordinances.  The compliance management consists of the 
following three services:  

Discovery Service – Balancing enforcement with customer service, the Discovery Service will 
ensure compliance with Novato City code by finding unregistered businesses operating not only 
from the brick-and-mortar stores, but with a unique approach to finding home based and out-of-
city businesses that would otherwise be overlooked.  
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Audit Service – The Business Tax Audit program confirms that registered businesses are 
compliant with local reporting requirements. Audits allow the City to maintain its fiduciary and 
tax administration responsibilities as well as ensure a level playing field for those businesses that 
are reporting accurately.  

Collections –The Collections Program provides collection services on known delinquencies as 
well as unknown debt from non-responsive and closed businesses, allowing for removal of 
accounts cluttering our ERP system. In addition to the increased revenues received, HDL will 
provide key demographic updates to the registration data referred for collections. The result is 
increased tax and license revenues as well as a cleaner more reliable registration file.  

Staff is continuously evaluating opportunities for process improvements and to make doing 
business with the City easier, outsourcing this function will allow for greater and more efficient 
customer service improvements. At this time, business license customers must come into City Hall 
which requires considerable staff time and results in business license customers sometimes having 
to wait for service. With HdL’s software as the interface for new and existing business license 
customers, customers will be able to access the business support center for filing, payment and 
support 24-hours a day.  

Other improvements include staff access to real time data and reporting, online access to databases. 
The City’s current software system is complicated and available to only a limited number of staff 
members. Report generation in the current system is difficult to navigate and often requires staff 
to contact the vendor to run reports.  

Transient Occupancy Tax Administration 

Through HDL’s TOT Administration Program, the City would benefit from streamlined return 
processing, online reporting, and increased revenues. While the lodging community can see such 
benefits as online filing and payment options, dedicated customer service, and consistent 
monitoring of returns designed to identify errors before huge penalty and interest accruals. 

HDL’s TOT administration would consist of the following areas: 

• Tax registration database management
• New account processing
• Renewal account processing
• Payment processing
• Customer support center
• Online filing and payment processing
• Compliance monitoring & lodging provider audits
• Annual reports

HdL also offers short-term rental administration, if and when, the City addresses that potential 
revenue source via ordinance. 

After careful review, staff recommends contracting with Hinderliter, de Llamas & Associates 
(HdL) for the City’s business license and transient occupancy tax (TOT) administration. By 
augmenting these services, the Finance Division will be able to reassign one FTE to provide depth 
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in the department by backing up other staff solely responsible for department duties including 
Accounts Payable and Payroll. 

FISCAL IMPACT 

Annual cost of the contract would be $73,940.  Costs are estimated based on quantity of business 
licenses, which at this time is approximately 4,700. Subsequent contract years will be adjusted 
according to CPI.  

HdL Companies business license compliance / audit services on average, have generated an 
additional 10% of business license revenue from prior non-reporting and under-reporting 
businesses in the first two years of service, of which, 35% is retained by HdL.  With $1.4M in City 
business license taxes, the estimated revenue recovered, and net of fees would be approximately 
$91,000, potentially offsetting some of the cost of administration.  

RECOMMENDATION 

Approve a professional services contracts for business license and transient occupancy tax 
administration in the amount of $73,940 with Hinderliter, de Llamas & Associates for FY 18/19 
and authorize the City Manager to execute same.  

ATTACHMENTS 

1. Resolution
2. Draft consultant services agreement with Hinderliter, de Llamas & Associates (HdL) for

Business License and Transient Occupancy Tax Administration
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CITY COUNCIL OF THE CITY OF NOVATO 

RESOLUTION NO. _______ 

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
NOVATO APPROVING A CONTRACT WITH HINDERLITER, 
DE LLAMAS AND ASSOCIATES FOR BUSINESS LICENSE 
AND TRANSIENT OCCUPANCY TAX ADMINISTRATION 
AND AUTHORIZING THE CITY MANAGER TO EXECUTE 
SAME 

WHEREAS, City desires to obtain professional services in connection with business 
license and transient occupancy tax collection and administration; and 

WHEREAS, City desires to enforce its business license ordinance to ensure that all persons 
and organizations doing business within the City are licensed; and 

WHEREAS, Hinderliter, De Llamas And Associates (HdL) is a California-based company 
founded in 1983 to maximize local government revenues by providing revenue collection and 
administration, audits, analytical services, and software products; and  

WHEREAS, HdL is the staff-recommended provider of these services for the City based 
on based on their cost for services, their breadth of experience in local government, in-depth 
knowledge of local tax services, regulations, trends and historical data, local tax recovery, and 
exceptional customer service. 

NOW, THEREFORE, the City Council of the City of Novato resolves as follows: 

Adopt resolution approving a contract with Hinderliter, de Llamas and Associates for sales and 
use tax analysis and audit and recovery services and authorizing the City Manager to execute same. 

* * * * * * 

I HEREBY CERTIFY that the foregoing resolution was duly and regularly adopted by the City 
Council of the City of Novato, Marin County, California, at a meeting thereof, held on the 28th day 
of August, 2018, by the following vote, to wit:   

AYES:  Councilmembers 
NOES:  Councilmembers 
ABSTAIN: Councilmembers 
ABSENT: Councilmembers 

Terrie Gillen, City Clerk 

G-12.1
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Approved as to form: 

City Attorney of the City of Novato 
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CONSULTANT SERVICES AGREEMENT 

THIS AGREEMENT is entered into as of ______ day of ___________________, 20__, by and between 
the CITY OF NOVATO, a municipal corporation (hereinafter referred to as “City”) and HdL Software LLC, a 
California limited liability company (hereinafter referred to as “Consultant”). 

WHEREAS, City desires to obtain professional services in connection with business license and transient 
occupancy tax administration; and 

WHEREAS, Consultant hereby warrants to the City that Consultant is skilled and able to competently 
provide such services described in Section 1 of this Agreement; and 

WHEREAS, City desires to retain Consultant pursuant to this Agreement to provide the services described 
in Section 1 of this Agreement. 

NOW, THEREFORE, THE PARTIES HERETO AGREE AS FOLLOWS: 

Section 1.  Scope of Services.  Subject to such policy direction and approvals as the City through its staff 
may determine from time to time, Consultant shall perform the services set out in the “Scope of Services” attached 
hereto as Exhibit A and incorporated herein by reference.  Consultant shall not commence any work exceeding 
the Scope of Services without prior written authorization from City. 

Section 2.  Time of Performance. 

Subsections 2.A. and 2.B. are in the alternative.  For purposes of this Agreement, Subsection 2.A. [   ] 2.B. [   
] applies.  (Check ONE box only.) 

A. [Non Cost-Covered Services]  The services of Consultant are to commence upon the execution of
this Agreement and shall be undertaken and completed within the time limits set forth in Exhibit A.  Such time 
limits may be amended by mutual agreement between the City and Consultant. 

B. [Cost-Covered Services] Execution of this Agreement does not constitute authorization to proceed
with the work described in the Scope of Services.  Consultant shall not begin the work described in Exhibit A 
until after the City has issued a written Notice to Start Work, following verification by City staff that the project 
sponsor has deposited with the City adequate funds to pay for completion of the work described in Exhibit A. 
City and Consultant understand that it is the City’s policy for routine projects to obtain full payment from 
development applicants prior to execution of any consultant services agreements relating to the processing of 
development applications.  In unusual circumstances (such as large, complex projects and projects where the City 
is serving as the applicant), City may allow deposit of processing costs in phases.  In such cases, Consultant shall 
not begin work on any of the tasks described in Exhibit A until after the City has issued a written Notice to Start 
Work for that particular task.  Each Notice to Start Work will specify the task authorized to be undertaken and 
will be issued only following verification by the City that the project sponsor has deposited with the City (or the 
City has budgeted) adequate funds to pay for the completion of the authorized task.  For all projects, following 
issuance of a Notice to Start Work, the services of Consultant shall be undertaken and completed within applicable 
time limits set forth in Exhibit A.  Such time limits may be amended by mutual agreement between the City and 
Consultant.  Consultant shall not commence any work exceeding the Scope of Services without prior written 
authorization from City. 

Section 3.  Compensation and Method of Payment. 

G-12.2
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 A. Compensation.  Consultant shall charge for services performed in accordance with the 
compensation schedule incorporated in Exhibit A, not to exceed a total amount of $10,000 (subject to adjustment 
as appropriate). 
 
 B. Method of Payment. 
 
Subsections 3.B.(1) and 3.B.(2) are in the alternative.  For purposes of this Agreement, Subsection 3.B.(1) [X   
]   3.B.(2) [   ] applies.  (Check ONE box only.) 
 
  (1) Monthly Statements.  [Contract Planners, etc.]  As a condition precedent to any payment 
to Consultant under this Agreement, Consultant shall submit monthly to the City a statement of account which 
clearly describes the work for which the billing is submitted. 
 
  (2) Statements Following Completion of Work Tasks.  [EIR Consultants, etc.]  As a condition 
precedent to any payment under this Agreement, Consultant shall submit to the City a detailed statement of 
account which clearly sets forth the designated work tasks for which the billing is submitted.  Payments shall be 
made following completion of each of the individual work tasks described in the Scope of Services.  No payments 
shall be made for tasks which have not been satisfactorily completed. 
 
 C. Payment.  City shall review Consultant’s statements and pay Consultant for services rendered 
hereunder at the rates and in the amounts provided hereunder in accordance with the approved statements. 
 
 Section 4.  Standard of Quality.  All work performed by Consultant under this Agreement shall be in 
accordance with all applicable legal requirements and shall meet the standard of quality ordinarily expected of 
competent professionals in Consultant’s field of expertise. 
 
 Section 5.  Ownership of Documents and Consultant Proprietary Information.   
 

A. Ownership of Documents.  All plans, studies, documents and other writings prepared by and for 
Consultant, its officers, employees and agents in the course of implementing this Agreement this shall become 
the sole property of the City upon payment to the Consultant for such work, and the City shall have the exclusive 
right to use such materials in its sole discretion without further compensation to Consultant or to any other party. 

 
 
 B. Consultant Proprietary Information.  As used herein, the term “proprietary information” means 
any information which relates to Consultant’s software systems, audit processes or related services, techniques, 
or general business processes.  City shall hold in confidence and shall not disclose to any other party any 
Consultant proprietary information in connection with this Agreement, or otherwise learned or obtained from the 
Consultant in connection with this Agreement.  The obligations imposed by this Paragraph shall survive any 
expiration or termination of this Agreement.  The terms of this section shall not apply to any information that is 
public information. 
 
 Section 6.  Retention of Other Consultants, Specialists or Experts.  Consultant will not retain or otherwise 
incur an obligation to pay other consultants, specialists or experts for services in connection with this Agreement 
without the prior written approval of the City. 
 
 Section 7.  Interest of Consultant.  Consultant (including principals, associates and professional 
employees) covenants and represents that it does not now have and shall not acquire any investment or interest, 
direct or indirect, in real property which is located within the area covered by this Agreement.  Consultant further 
covenants and represents that it does not now have and shall not acquire any source of income, business entity, 
interest in real property or investment which would be affected in any manner or degree by the performance of 
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Consultant’s services hereunder.  Consultant further covenants and represents that no person having any such 
investment or interest shall perform any services under this Agreement. 
 
 Consultant shall comply with the City’s conflict of interest code and all other conflict of interest laws, 
including but not limited to the Political Reform Act of 1974 and the regulations promulgated thereunder.  Without 
limiting the generality of the foregoing and in the event that the Consultant is a “consultant” as defined in 2 Cal. 
Code Regs. § 18701(a)(2) or its successor regulation and is otherwise required by the City’s conflict of interest 
code to complete and execute the economic disclosure statement required under the City’s conflict of interest 
code, as a condition to commencing the work described herein, Consultant shall complete, execute and deliver to 
the City said economic disclosure statement. 
 
 Section 8.  Interest of Members and Employees of City.  No member of the City Council and no other 
officer, employee or agent of the City who exercises any function or responsibility in connection with the review, 
approval or carrying out of any project to which this Agreement pertains shall have any personal interest, direct 
or indirect, in this Agreement, nor shall any such person participate in any decision relating to this Agreement 
which affects his/her personal interest or the interest of any corporation, partnership, association, or other legal 
entity in which he/she is directly or indirectly interested.  If Consultant learns of any such interest, he/she shall 
promptly disclose such interest in writing to the City Manager. 
 
 Section 9.  Liability of Members and Employees of City.  No member of the City Council and no other 
officer, employee or agent of the City shall be personally liable to Consultant or otherwise in the event of any 
default or breach of the City, or for any amount which may become due to Consultant or any successor in interest, 
or for any obligations directly or indirectly incurred under the terms of this Agreement. 
 
 Section 10.  Indemnification of City.  Consultant hereby agrees to defend, indemnify and hold harmless 
the City from and against any and all claims arising out of Consultant’s breach of this Agreement and/or the 
willful or negligent acts, errors or omissions of Consultant relating to this Agreement.  The City has no liability 
or responsibility for any accident, loss or damage to any work performed under this Agreement whether prior to 
its completion and acceptance or otherwise. 
 
 Section 11.  Consultant Not an Agent of City.  Consultant is not an agent of the City, and the City retains 
all rights of approval and discretion with respect to the projects and undertakings contemplated by this Agreement.  
Consultant, its officers, employees and agents shall not have any power to bind or commit the City to any decision 
or course of action, and Consultant, its officers, employees and agents shall not represent to any person or party 
that it or they are acting as agents of the City or that it or they have the power to bind or commit the City. 
 
 Section 12.  Compliance with Laws. 
 
 A. General.  Consultant shall comply with all applicable federal, state and local laws, code, ordinances 
and regulations.  Consultant represents and warrants to City that it has all licenses, permits, qualifications, 
insurance and approvals of whatsoever nature which are legally required for Consultant to practice its profession.  
Consultant represents and warrants to City that Consultant shall, at its sole cost and expense, keep in effect or 
obtain at all times during the term of this Agreement any licenses, permits, insurance and approvals which are 
legally required for Consultant to practice its profession.  Consultant shall, at all times during the term of this 
Agreement and for one year thereafter, provide written proof of such licenses, permits, insurance and approvals 
upon request by the City. 
 
 B. Novato Business License.  Unless otherwise exempt, Consultant will maintain a valid City of 
Novato business license pursuant to Chapter VIII of the Novato Municipal Code during the term of this 
Agreement.  Concurrently with execution of this Agreement, and upon request of City thereafter, Consultant will 
submit proof of compliance with this Subsection.  City shall absorb all fees, assessments and taxes required for 
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Consultant’s City of Novato business license.  If City requires payment for Consultant’s business license, the 
associated costs will be included with the Consultant’s next invoice to the City. 
 
 C. Workers’ Compensation.  Consultant shall take out and maintain at all times during the life of this 
agreement, up to the date of acceptance of the work by the City, workers’ compensation insurance as required by 
the Labor Code of the State of California. The Consultant shall require all subconsultants similarly to provide 
such insurance for all of subconsultants’ employees.  The amount of said insurance shall be $1 million per 
accident.  Consultant certifies that it is aware of the provision of the California Labor Code which requires every 
employee to be insured against liability for workers’ compensation or to undertake self-insurance in accordance 
with the provisions of that Code, and Consultant certifies that it will comply with such provisions before 
commencing performance of this Agreement. 
 
 D. Injury and Illness Prevention Program.  Consultant certifies that it is aware of and has complied 
with the provisions of California Labor Code Section 6401.7, which requires every employer to adopt a written 
injury and illness prevention program. 
 
 E. City Not Responsible.  The City is not responsible or liable for Consultant’s failure to comply with 
any and all of said requirements. 
 
 Section 13.  Insurance. 
 
 A. Minimum Scope of Insurance 
 
  (1a) Consultant agrees to have and maintain, for the duration of the Agreement, a Commercial 
General Liability insurance policy insuring him/her and his/her firm to an amount not less than One Million 
Dollars ($1,000,000) combined single limit per occurrence for bodily injury, personal injury and property damage.  
At the time the Agreement is entered into the City may require higher limits depending on the nature of the 
services being provided by the Consultant.  Such determination shall be made by the City’s Risk Manager. 
 
  (1b) In lieu of commercial general liability insurance, the Consultant may secure and maintain 
a minimum of One Million Dollars ($1,000,000) of excess limit (umbrella) coverage on his/her homeowner’s or 
renter’s insurance policy. 
 
  (2) Consultant agrees to have and maintain for the duration of the Agreement an Automobile 
Liability insurance policy insuring him/her and his/her staff to an amount not less than Five Hundred Thousand 
Dollars ($500,000) combined single limit per accident for bodily injury and property damage.  At the time the 
Agreement is entered into the City may require higher limits depending on the nature of the service being provided 
by the Consultant.  Such determination shall be made by the City’s Risk Manager. 
 
  (3) Consultants shall have and maintain a Professional Liability insurance policy insuring 
him/her and his/her staff to an amount not less than __________________________________ Dollars 
($____________) for injuries arising out of the rendering of services or the failure to render services under this 
Agreement. 
 
  (4) Consultant shall provide to the City all certificates of insurance with original endorsements 
reflecting coverage required by this section.  Certificates of such insurance shall be filed with the City on or before 
commencement or performance of this Agreement.  The City reserves the right to require complete, certified 
copies of all required insurance policies at any time. 
 
  (5) Any Consultant utilizing the services of a secondary consultant in the performance of this 
Agreement shall either provide the required insurance(s) for the type of service being provided by the secondary 
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consultant or provide evidence acceptable to the City demonstrating that the secondary consultant has in effect 
the required insurance(s). 
 
 B. General Liability. 
 
  (1) The City, its officers, officials, employees, and volunteers are to be covered as insureds as 
respects:  liability arising out of activities performed by or on behalf of Consultant; products and completed 
operations of Consultant; premises owned or used by Consultant; or automobiles owned, leased, hired or 
borrowed by Consultant. 
 
  (2) Consultant’s insurance coverage shall be primary insurance as respects the City, its 
officers, officials, employees and volunteers.  Any insurance or self-insurance maintained by the City, its officers, 
officials, employees or volunteers shall be in excess of Consultant’s insurance and shall not contribute with it. 
 
  (3) Any failure to comply with reporting provisions of the policies shall not affect coverage 
provided to the City, its officers, officials, employees or volunteers. 
 
  (4) Consultant’s insurance shall apply separately to each insured against whom a claim is made 
or suit is brought, except with respect to the limits of the insurer’s liability. 
 
 C. All Coverages.  Each insurance policy required in this item shall be endorsed to state that coverage 
shall not be suspended, voided, canceled, or reduced in coverage or in limits except after thirty (30) days’ prior 
written notice by certified mail, return receipt requested, has been given to the City.  Current certification of such 
insurance shall be kept on file with the City Clerk at all times during the term of this Agreement. 
 
 D. Deductibles and Self-Insured Retentions.  Any deductibles or self-insured retentions must be 
declared to and approved by the City.  At the option of the City, either the insurer shall reduce or eliminate such 
deductibles or self-insured retentions as respects the City, its officers, officials, employees and volunteers, or 
Consultant shall procure a bond guaranteeing payment of losses and related investigations, claim administration 
and defense expenses. 
 
 E. Acceptability of Insurers.  Insurance is to be placed with insurers with a Best’s rating of no less 
than A:VII. 
 
 Section 14.  Assignment Prohibited.  Consultant shall not assign any right or obligation pursuant to this 
Agreement without the City’s prior written consent.  Any attempted or purported assignment of any right or 
obligation hereunder shall be void and of no effect. 
 
 Section 15.  Expiration and Termination of Agreement.  Unless extended by mutual agreement or 
terminated pursuant to this section, this Agreement shall expire upon Consultant’s satisfactory and timely 
completion of the services contracted for hereunder.  This Agreement and all obligations hereunder may be 
terminated at any time, with or without cause, by the City within its sole discretion upon written notice to the 
Consultant.  Consultant may terminate this Agreement  upon thirty (30) days’ written notice to the City only for 
good cause, including without limitation, serious illness or material breach of this Agreement by City.  
Consultant’s written notice of termination shall contain a full explanation of the facts and circumstances 
constituting good cause.  Upon termination, all finished and unfinished documents, project data and reports shall, 
at the option of the City, become its sole property and shall, at Consultant’s expense, be delivered to the City or 
to any party the City may so designate.  In the event of termination by the Consultant, the Consultant shall only 
be compensated for all work Consultant satisfactorily performs prior to the time Consultant delivers to the City 
the termination notice, unless other arrangements are agreed to by the City.  In the event of termination by the 
City, the Consultant shall be compensated for all work satisfactorily performed prior to the time Consultant 
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receives the termination notice, and shall be compensated for materials ordered by the Consultant, and services 
of others ordered by the Consultant prior to receipt of the City’s termination notice whether or not such materials 
or instruments of services of others have actually been delivered to Consultant or to the City, provided that the 
Consultant is not able to cancel such orders for materials or services of others.  In the event this agreement is 
terminated pursuant to this section, Consultant shall not be entitled to any additional compensation over that 
provided herein; nor shall Consultant be entitled to payment for any alleged damages or injuries (including lost 
opportunity damages) purportedly caused by the termination of this agreement by the City pursuant to this section.  
 
 Section 16.  Entire Agreement; Amendment.  This Agreement, including Exhibit A and any other exhibits 
or attachments made a part hereof constitutes the complete and exclusive expression of the understanding and 
agreement between the parties with respect to the subject matter hereof.  All memoranda, and representations, are 
superseded in total by this Agreement.  This Agreement may be amended or extended from time to time by written 
agreement of the parties hereto. 
 
 Section 17.  Litigation Costs.  If either party commences any legal action against the other party arising 
out of this Agreement or the performance thereof, the prevailing party in such action shall be entitled to recover 
its reasonable litigation expenses, including court costs, expert witness fees, discovery expenses, and attorneys’ 
fees.  In any action seeking recovery of monetary damages, the plaintiff shall not be considered to be the prevailing 
party unless it recovers at least sixty-six percent (66%) of the dollar amount requested in the complaint’s prayer 
for relief. 
 
 Section 18.  Remedies.  In addition to any other available rights and remedies, either party may institute 
legal action to cure, correct or remedy any default, enforce any covenant herein, or enforce by specific 
performance the rights and obligation of the parties hereto. 
 
 Section 19.  Time of the Essence.  It is understood and agreed by City and Consultant that time is of the 
essence in the completion of the work tasks described in the Scope of Services. 
 
 Section 20.  Interpretation of Agreement.  This Agreement shall be interpreted and enforced in accordance 
with the laws of the State of California and the City of Novato. 
 
 Section 21.  Written Notification.  Any notice, demand, request, consent, approval or communication that 
either party desires or is required to give to the other party shall be in writing and either served personally or sent 
by prepaid, first class mail.  Any such notice, demand, etc. shall be addressed to the other party at the address set 
forth herein below.  Either party may change its address by notifying the other party of the change of address.  
Notice shall be deemed communicated within two business days from the time of mailing if mailed within the 
State of California as provided in this Section. 
 
 If to City:  City of Novato 
    922 Machin Avenue 
    Novato, CA  94945 
 
 If to Consultant: Attn: Contracts 
               HdL Software LLC 

160 Via Verde, Suite 150 
San Dimas, CA 91773 

     
 
 Section 22.  Waiver.  No failure on the part of either party to exercise any right or remedy hereunder shall 
operate as a waiver of any other right or remedy that party may have hereunder. 
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 Section 23.  Execution.  This Agreement may be executed in several original counterparts, each of which 
shall constitute one and the same instrument and shall become binding upon the parties when at least one copy 
hereof shall have been signed by both parties hereto.  In approving this Agreement, it shall not be necessary to 
produce or account for more than one such counterpart. 
 
 Section 24.  Further Assurances.  Each party to this agreement undertakes the obligation that the other’s 
expectation of receiving due performance will not be impaired.  When reasonable grounds for insecurity arise 
with respect to the performance of either party, the other may in writing demand adequate assurance of due 
performance and until such assurance is received may, if commercially reasonable, suspend any performance for 
which the agreed return has not been received.  After receipt of a demand for assurance, either party’s failure to 
provide, within a reasonable time, but not exceeding 45 days, such assurance of due performance as is adequate 
under the circumstances is a repudiation of this agreement by that party.  Acceptance of any improper delivery of 
service or payment does not prejudice the aggrieved party’s right to demand adequate assurance of future 
performance. 
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 IN WITNESS WHEREOF, the City and Consultant have executed this Agreement as of the date first 
above written. 
 
CITY OF NOVATO CONSULTANT  
 
By: __________________________  By:  __________________________ 
 Regan M. Candelario, City Manager           Robert Gray, President 
 
By: __________________________    
 Terrie Gillen, City Clerk     
 
Approved as to form: 
 
 
 
________________________________ 
 City Attorney 
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 CERTIFICATE OF MAILING 
 [Use for Agreements to be funded 
 through Cost Recovery Program] 
 
 
 A true and correct copy of the attached Consultant Services Agreement between the City of Novato and 
__________________________________________________, dated __________________________, was 
transmitted to the applicant/authorized agent by certified mail, return receipt requested. 
 
 
Name Applicant/Authorized Agent:   ____________________________________ 
 
Address:      ____________________________________ 
 
       ____________________________________ 
 
 
 
 
Dated:  __________________________  ____________________________________ 
       Terrie Gillen, City Clerk 
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Exhibit “A” 
SCOPE OF SERVICE 

 
1. Business Tax Operations Management 

1.1. Tax Registration Database Management – HdL will transfer the City’s existing databases as they relate to business license 
into HdL’s internal administration tools. HdL will maintain the data and provide copies of data or reports at the City’s request. 
City will not be required to use or maintain any software in house for managing the business license registry. 

1.2. Renewal Processing – Send active business license accounts a renewal notice within 30 days of the renewal period end date. 
Accounts will receive all applicable forms necessary to complete the renewal process. 

1.3. New Account Processing – HdL will process any new business license applications and complete the new account registration 
process in a timely fashion.  

1.4. Payment Posting/Processing – HdL will process all payments for new and renewal accounts. License accounts will be 
updated with payment information and revenues will be remitted to the City net banking and related processing fees on no 
less than a monthly basis. 

1.5. Business Support Center – HdL will provide businesses with multiple support options for registering, renewing, making 
payments and for general inquiries.  Businesses will have access to our license specialists Monday through Friday, 8:00am to 
5:00pm Pacific, via phone, mail, e-mail, fax, and the Business Support Center On-Line.  

1.6. On-Line Filing & Payment Processing – HdL will make available options for businesses to visit a website, linked to the City’s 
website, to submit online transactions. 

2. Local Tax Compliance Services – HdL will ensure a level playing field for the business community and maximize revenues 
to the City. Discovery services will be conducted to identify and register businesses which are subject to licensure or taxation.  
Audit services will identify under reported tax liability for business and lodging providers. Collections Services will collect known 
debt from businesses that did not pay in full during the registration or renewal process. The scope of work to be performed will 
be mutually agreed upon by HdL and City prior to implementation. 
2.1. Discovery – Discovery services are designed to identify entities subject to licensure/taxation that are not currently registered 

or otherwise non-compliant. 
2.1.1. Lead Identification – Develop a list of entities subject to licensure/taxation within the City. 
2.1.2. Exception Resolution – Compare the list to City registration databases to remove properly registered businesses and 

identify and remove other potential exceptions. 
2.1.3. Compliance Communication Process – Initiate contact with confirmed entities through a series of City approved 

communication methods.  HdL will make every effort to simplify the process for taxpayers, utilizing a variety of 
mediums for communication including mail, telephone, email, and web-site access. Potential non-compliant entities 
are notified of their options to comply or dispute their non-compliant status.  HdL offers extended office hours for 
support via our Business Support Center available to taxpayers 8:00am – 5:00pm Monday - Friday.   

2.1.4. Document Submission / Processing – Review Taxpayer submissions such as applications for completion and accuracy 
prior to processing.  Collect additional documentation such as a home occupation permit and forward to other City 
departments either as a pre-requisite or as a courtesy for the taxpayer and other departments.  All submissions are 
filed and stored electronically and made available to the City upon request. 

2.1.5. Invoicing – Once application has been approved, invoice entity indicating detailed tax calculations and balances owed.  
Taxpayers are given the opportunity to pay their balances via mail, online, and other methods. HdL will provide 
Taxpayers continued access to the Business Support Center for any questions or disputes arising from the invoice 
process. 

2.1.6. Remittance – Upon collection of all requirements including payment, application and other prerequisites, HdL will 
prepare a remittance package including payment documentation as well as copies of all taxpayer correspondence and 
relevant information.  Remittances are done on no less than a monthly basis.  Remittances packages done electronically 
via the HdL electronic remittance process will include Applications and other relevant information an electronic format.  
Revenues received are deposited into an HdL trust account and funds are distributed to the City in one payment net 
HdL’s fees. 

2.2. Audit – Audit services are designed to identify businesses that are registered but not properly reporting or paying the correct 
amounts.  Services to be performed may include: 

2.2.1. Identify potential underreporting and/or misclassified businesses by comparing City records with HdL business 
inventories. 

2.2.2. Review/audit entities mutually agreed to by City and HdL that are identified as potential underreporting businesses or 
other entities requiring review. 

2.2.3. Submit audit summaries to City staff and meet with staff to review and discuss further actions. 
2.2.4. Educate businesses on proper reporting practices. 
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2.2.5. Invoice and collect identified deficiencies. 
2.3. City’s responsibilities 

2.3.1. Data – City will provide its relevant business databases, such as the business license registry (registrations and 
payments), and any other information necessary for the compliance process or to facilitate HdL’s invoicing of services, 
to HdL according to a schedule acceptable to both HdL and the City.  City agrees to provide the data as long as this 
Agreement is active, and thereafter for so long as HdL’s right to invoice for services rendered continues. 

2.3.2. City agrees to use reasonable and diligent efforts to collect, or to assist HdL in the collection of, deficiencies identified 
by HdL pursuant to this Agreement. 

3. Transient Occupancy Tax Operations Management 
3.1. Tax Registration Database Management – HdL will transfer the City’s existing databases as they relate to TOT into HdL’s 

internal administration tools.  HdL will maintain the data and provide reports to the City. 
3.2. Return Processing – HdL will process TOT filings within 5 days of submission.  Accounts will receive all applicable forms 

necessary to complete the renewal process. 
3.3. New Account Processing – HdL will process any new TOT registrations for lodging establishments that change hand or newly 

offered properties. 
3.4. Payment Posting / Processing – HdL will process all payments made for new and existing lodging providers.  Accounts will 

be updated with payment information and revenues will be remitted to the City net HdL’s fees on no less than a monthly 
basis. 

3.5. Customer Support Center – HdL will provide lodging providers with multiple support options for registering, filing returns, 
making payments and for general inquiries.  Lodging providers will be able to access one of our tax specialists Monday-Friday 
8:00am to 5:00pm Pacific via phone, email, fax, and the online support center. 

3.6. On-Line Filing & Payment Processing – HdL will provide a website for lodging providers to make payments online. 
3.7. Compliance Monitoring – HdL will ensure accurate filings of TOT returns by consistently monitoring returns and providing 

compliance audits as mutually agreed to by the City and HdL. 
3.8. Annual Reporting – In addition to standard monthly reports, HdL will continue to provide the City with annual analysis 

reports designed to provide key insights in the lodging provider community and the details on reporting of each lodging 
provider. 

 
COMPENSATION SCHEDULE 

 
1. Business Tax Operations Management Services 

1.1. Compensation - HdL’s compensation for performing Operations Management Services related to business license is a fee of 
$14 per processed account. City will be invoiced monthly or quarterly for activity during the prior period. For the purpose of 
compensation calculation, processed account means any account for which renewals/returns are processed or which were 
sent a renewal notice.  

1.2. CPI Adjustment – Fees for Operations Management Services are adjusted at the beginning of each calendar year by the 
change in the Consumer Price Index – West Urban (CPI-WU) as reported by the Bureau of Labor Statistics. Each annual 
adjustment will not be less than two percent (2%) or greater than ten percent (10%). 

1.3. Travel Expenses – Travel and lodging expenses are billed at cost and apply to all meetings; including process, pre-installation, 
installation, training, and support.  HdL is dedicated to conserving public funds, and ensures any travel costs are indeed 
required and reasonable. 

2. Local Tax Compliance Services 
2.1. Discovery – HdL’s fee for performing discovery services shall be a contingency fee of 35% of the revenues received as a result 

of the service.  This fee applies to monies received for the current tax/license period and any other prior period collected, 
including monies received for taxes, penalties, interest, and fees. 

2.1.1. City Discovery Discount – HdL’s fee for following up on accounts that are identified and confirmed as non-compliant 
by the City shall be a contingency fee of 25% of the revenues received as a result of the service.  This fee also applies 
to delinquent business license tax accounts referred by the City as failing to make payment or properly renew an 
existing license. 

2.2. Audit – HdL’s fee for performing Audit services shall be a contingency fee of 35% of the revenues received as a result of the 
service.  This fee applies to monies received for the current tax/license period and any other prior period collected, including 
monies received for taxes, penalties, interest, and fees. 

2.3. Collection – HdL’s fee for performing collections services shall be a contingency fee of 25% of the revenues received as a 
result of the service. This fee applies to monies received for the current tax/license period and any other prior period 
collected, including monies received for taxes, penalties, interest, and fees. 
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2.4. Option to waive tax recovery – City may, at its discretion, elect to waive or reduce the tax recovery for a business.  Should 
the City elect to waive all or a portion of the deficiency identified by HdL, HdL shall be entitled to compensation in the amount 
of one half (1/2) of the compensation HdL would have otherwise earned on the waived/reduced amount.  Deficiencies which 
are uncollectable due to insolvency or dissolution of the customer, or for deficiencies which are otherwise incapable of 
collection (e.g. statute of limitations or other legal defense) shall not be considered a voluntary election to waive by the City, 
and thus HdL would not be entitled to compensation for these amounts. 

2.5. Travel Expenses – Travel and lodging expenses are billed at cost and apply to all meetings; including process, pre-installation, 
installation, training, and support.  HdL is dedicated to conserving public funds, and ensures any travel costs are indeed 
required and reasonable. 

3. Transient Occupancy Tax Operations Management Service
3.1. Compensation - HdL’s compensation for performing Operations Management Services related to transient occupancy tax is

a fixed annual fee of $750 per monthly filer and $650 per quarterly filer.
3.2. CPI Adjustment – Fees for Operations Management Services are adjusted at the beginning of each calendar year by the

change in the Consumer Price Index –West Urban (CPI-WU) as reported by the Bureau of Labor Statistics. Each annual 
adjustment will not be less than two percent (2%) or greater than ten percent (10%). 

3.3. Travel Expenses – Travel and lodging expenses are billed at cost and apply to all meetings; including process, pre-installation, 
installation, training, and support.  HdL is dedicated to conserving public funds, and ensures any travel costs are indeed 
required and reasonable. 

4. Payment
HdL will provide detailed invoices for all work completed.  City will submit payment to HdL within 30 days of receiving the invoice.
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Exhibit “B” 

Issue Date (MM/DD/YY) 

General Liability Endorsement
 (the “City”) 

POLICY INFORMATION 
Insurance Company:   
Policy No.:   
Policy Period (from)   (to)  
Endorsement Effective Date:   
Named Insured:   
Limit of Liability Any One Occurrence/Aggregate: 

$ 

/ 
Deductible or Self-Insured Retention 

(Nil unless otherwise specified): $ 

Coverage is equivalent to (check one): 
9 Comprehensive General Liability Form GL0002 (Ed 1/73) 
9 Commercial General Liability “occurrence” Form CG0001 1185 
9 Commercial General Liability “Claims Made” Form CG0002 0286 

General Liability Aggregate (check one): 
9 Applies per Location/Project 
9 Is Twice the Occurrence Limit 

Bodily Injury and Property Damage Coverage is (check one): 
9  “occurrence” 9  “claims made”If claims made, the retroactive date is 

Note:  The City’s standard insurance requirements specify “occurrence” coverage.  “Claims-made” coverage requires special approval.  
If commercial general liability form or equivalent is used, the general aggregate must apply separately to this location/project or the 
general aggregate must be twice the occurrence limit. 

POLICY AMENDMENTS 
This endorsement is issued in consideration of the policy premium.  Notwithstanding any inconsistent statement in the policy to which 
this endorsement is attached or any other endorsement attached thereto, it is agreed as follows: 
INSURED:  The City, its elected or appointed officers, officials, employees and volunteers are included as insureds with regard to 
damages and defense of claims arising from:  (a) activities performed by or on behalf of the Named Insured, including the insured’s 
general supervision of the Named Insured, (b) products and completed operations of the Named Insured, or (c) premises owned, 
leased or used by the Named Insured. 
CONTRIBUTIONS NOT REQUIRED.  As respects:  (a) work performed by the Named Insured for or on behalf of the City; or (b) 
products sold by the Named Insured to the City; or (c) premises leased by the Named Insured from the City, the insurance afforded 
by this policy shall be primary insurance as respects the City, its elected or appointed officers, officials, employees or volunteers; or 
stand in an unbroken chain of coverage excess of the Named Insured’s scheduled underlying primary coverage.  In either event, any 
other insurance maintained by the City, its elected or appointed officers, officials, employees or volunteers shall be in excess of this 
insurance and shall not contribute with it. 
SCOPE OF COVERAGE.  This policy, if primary, affords coverage at least as broad as: 
(1) Insurance services office form number GL 0002 (Ed. 1/73), Comprehensive General Liability Insurance and Insurance Services

Office Form Number GL 0404 Broad Form Comprehensive General Liability endorsement; or
(2) Insurance Services Office Commercial General Liability Coverage, “occurrence” form CG 0001 or “claims-made” form CG 0002;

or
(3) If excess, affords coverage which is at least as broad as the primary insurance forms referenced in the preceding Sections (1) and

(2).
SEVERABILITY OF INTEREST.  The insurance afforded by this policy applies separately to each insured who is seeking coverage or 
against whom a claim is made or a suit is brought, except with respect to the company’s limit of liability. 
PROVISIONS REGARDING INSURED’S DUTIES AFTER ACCIDENT OR LOSS.  Any failure to comply with reporting provisions of 
the policy shall not affect coverage provided to the City, its elected or appointed officers, officials, employees or volunteers. 
CANCELLATION NOTICE.  The insurance afforded by this policy shall not be suspended, voided, cancelled, reduced in coverage or 
in limits except after thirty (30) days’ prior written notice by certified mail return receipt requested has been given to the City.  Such 
notice shall be addressed as shown in the heading of this endorsement. 
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INCIDENT AND CLAIM REPORTING PROCEDURE 

Incidents and claims are to be reported to the insurer at: 

ATTN:  
(Title) (Department) 

(Company) 

(Street Address) 

(City) (State
) (Zip Code) 

(Telephone Number) 

AUTHORIZED REPRESENTATIVE 

I warrant that I have authority to bind the above-listed insurance 
company and by my signature hereon does so bind this company. 

SIGNATURE:   

TYPE/PRINT NAME:  

TITLE:   

PHONE NO.  

Original signature of authorized representative or insurer is 
required on endorsement furnished to the City. 
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Exhibit “C” 

Automobile Liability Special Endorsement
for  (the “City”) 

Submit in Duplicate 
Endorsement No. Issue Date (MM/DD/YY) 

Producer Policy Information: 
Insurance Company: 
Policy No.: 
Policy Period:  (from)          (to)   
Loss Adjustment Expense 9  Included in Limits 

9  In Addition to Limits 

Telephone:  9  Deductible  9  Self-Insured Retention (check which) of 
$__________ 

Named Insured Applicability.  This insurance pertains to the operation and/or 
tenancy of the named insured under all written agreements and 
permits in force with the City unless checked here 9 in which case 
only the following specific agreements and permits with the City 
are covered: 
City Agreements/Permits 

Type of Insurance 
9  Commercial Auto Policy 
9  Business Auto Policy 
9  Other  

Other Provisions 

Limits of Liability 

$  per accident for bodily injury and property 
damage 

Claims:  Underwriter’s representative for claims pursuant to this 
insurance. 

Name: 
Address: 
Telephone:( ) 

In consideration of the premium charged and notwithstanding any inconsistent statement in the policy to which this endorsement is 
attached or any endorsement now or hereafter attached thereto, it is agreed as follows: 
1. Insured.  The City, its officers, officials, employees and volunteers are included as insureds with regard to damages and defense

of claims arising from:  the ownership, operation, maintenance, use, loading or unloading of any auto owned, leased, hired, or
borrowed by the Named Insured, or for which the Named Insured is responsible. 

2. Contribution Not Required.  As respects work performed by the Named Insured for or on behalf of the City, the insurance afforded
by this policy shall:  (a) be primary insurance as respects the City, its officers, officials, employees and volunteers; or (b) stand in
an unbroken chain of coverage excess of the Named Insured’s primary coverage.  Any insurance or self-insurance maintained by 
the City, its officers, officials, employees and volunteers shall be excess of the Named Insured’s insurance and not contribute with 
it. 

3. Cancellation Notice.  With respect to the interests of the City, this insurance shall not be cancelled, except after thirty (30) days
prior written notice by receipted delivery has been given to the City.

4. Scope of Coverage.  This policy affords coverage at least as broad as:
(1) If primary, Insurance Services Office Form Number CA0001 (Ed. 1/87), Code 1 (“any auto”); or
(2) If excess, affords coverage which is at least as broad as the primary insurance forms referenced in the preceding Section (1).

Except as stated above, nothing herein shall be held to waive, alter, or extend any of the limits conditions, agreements, or exclusions 
of the policy to which this endorsement is attached. 
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Endorsement Holder 
City 
 

 
Authorized Representative 
9  Broker/Agent 9  

Underwriter 
9    

 
I, ________________________________ (print/type name), 
warrant that I have authority to bind the above-mentioned 
insurance company and by my signature hereon do so bind this 
company to this endorsement. 
 
Signature   

(original signature required) 
Telephone:  (      )    Date 

Signed:    
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Exhibit “D” 

Workers’ Compensation and Employer’s Liability 
Special Endorsement
for  (the “City”)

Submit in Duplicate 
Endorsement No. Issue Date (MM/DD/YY) 

Producer 

Telephone: 

Policy Information: 
Insurance Company: 
Policy No.: 
Policy Period:  (from)          (to)   

Named Insured Other Provisions 

Claims:  Underwriter’s representative for claims pursuant to this 
insurance. 

Name: 
Address: 

Telephone: (     ) 

Employer’s Liability Limits 

$  (Each Accident) 
$  (Disease - Policy Limit) 
$  (Disease - Each Employee) 

In consideration of the premium charged and notwithstanding any inconsistent statement in the policy to which this endorsement is 
attached or any endorsement now or hereafter attached thereto, it is agreed as follows: 
1. Cancellation Notice.  This insurance shall not be cancelled, except after thirty (30) days prior written notice by receipted delivery

has been given to the City.
2. Waiver of Subrogation.  This Insurance Company agrees to waive all rights of subrogation against the City, its officers, officials,

employees and volunteers for losses paid under the terms of this policy which arise from the work performed by the Named
Insured for the City. 

Except as stated above, nothing herein shall be held to waive, alter, or extend any of the limits conditions, agreements, or exclusions 
of the policy to which this endorsement is attached. 

Endorsement Holder 
City Authorized Representative 

9  Broker/Agent 9  
Underwriter 
9  

I, ________________________________ (print/type name), 
warrant that I have authority to bind the above-mentioned 
insurance company and by my signature hereon do so bind this 
company to this endorsement. 

Signature 
(original signature required) 

Telephone:  (      )   Date 
Signed:  

Exhibit “E”
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Acknowledgement of No Workers’ Compensation Insurance and Release

     The undersigned, [all general partners in the California general partnership entitled _________________________________; the 

sole shareholder of the corporation called _______________________________________________________________; 

______________________________________________] ("Company"), agree, represent and warrant as follows: 

1. That Company has been determined to be the lowest responsible bidder and has conditionally been awarded the
construction contract for the City of _____________________________ ("City") project entitled
“_________________________________” ("Project").  A condition to said contract for the construction of said Project 
is the provision, by Company, of workers' compensation insurance for the Company's employees performing work on 
and for the Project. 

2. That neither the Company nor any of its partners, shareholders, directors or principals shall ever use, retain, employ or
obtain the assistance of any person hired by the Company as an employee to perform work on or in connection with the
Project. 

3. That because the Company and all of its partners shall not retain employees to perform work on or in connection with the
Project, the Company and all of its partners do not intend to secure workers' compensation insurance for said Project.

4. That if at any time during the performance of the work required to complete the Project the Company or any of its partners
employ and employee to perform any or all of said work, the undersigned and the Company shall, in writing, immediately
notify the City of said employment, and with said notification, the Company shall supply to the City satisfactory evidence 
of workers' compensation insurance. 

5. That the Company and each of its partners, shareholders, principals and/or owners indemnify, release and hold the City
harmless from any and all injuries, damages, costs, attorneys fees, expenses and liabilities of any sort caused to persons 
or property arising out of the work performed on or in connection with the Project, including but not limited to injuries 
caused to persons working on the Project, excluding the City's sole or active negligence. 

6. That the undersigned are all the general partners [shareholders, principals, owners, etc.] of said Company and are
authorized to make this agreement and warranty on behalf of themselves and the partnership.

7. That the undersigned personally guarantee the obligations contained hereinabove.

[I] [We] declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

General Partner/Owner/Shareholder Date 

General Partner/Owner/Shareholder Date 

Exhibit “F”
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Issue Date (MM/DD/YY) 

Certificate of Insurance
 (the “City”)

Producer This Certificate of Insurance is not an insurance policy and does not amend, extend, or 
alter the coverage afforded by the policies below. 

Best’s 
Companies Rating 

Company 
Letter 

A 

Company 
Letter 

B 

Company 
Letter 

C 

Company 
Letter 

D 

E 

Insured 

This is to certify that the policies of insurance listed below have been issued to the Insured Named above for the policy period indicated, 
notwithstanding any requirement, term or condition of any contract or other document with respect to which this certificate may be 
issued or may pertain, the insurance afforded by the policies described herein subject to all the terms, exclusions, and conditions of 
such policies.  Limits shown may have been reduced by paid claims. 
The following provisions apply: 
1. None of the above-described policies will be cancelled until after 30 days written notice has been given to the City at the address

indicated below.
2. The City, its officials, officers, employees and volunteers and added as insureds on all liability insurance policies listed above.
3. It is agreed that any insurance or self-insurance maintained by the City will apply in excess of and not to contribute with the insurance 

described above.
4. The City is named a loss payee on the property insurance policies described above, if any.
5. All rights of subrogation under the property insurance policy listed above have been waived against the City.
6. The Workers’ Compensation insurer named above, if any, agrees to waive all rights of subrogation against the City for injuries to

employees of the insured resulting from work for the City or use of the City’s premises or facilities.

Type of Insurance Policy Number 

Policy 
Effective 
Date 

Policy 
Expiration 
Date All Units in Thousands 
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General Liability 
9 Commercial General Liability 

9 Claims Made    9 Occur. 
9 Owner’s & Contractor’s Prot. 
9 Owner 

General Aggregate 
Products Comp/OPS Aggregate 
Personal & Advertising Injury 
Each Occurrence 
Fire Damage (Any One Fire) 
Medical Expense (Any One 
Person) 

$ 
$ 
$ 
$ 
$ 
$ 

Automobile Liability 
9 Any Auto 
9 All Owned Autos 
9 Scheduled Autos 
9 Hired Autos 
9 Non-owned Autos 
9 Garage Liability 

Combined Single Limit 
Bodily Injury (Per Person) 
Bodily Injury (Per Accident) 
Property Damage 

$ 
$ 
$ 
$ 

Excess Liability 
9 Umbrella 
9 Other Than Umbrella Form 

Each Occurrence 
Aggregate 

$ 
$ 

9 Worker’s Compensation and 
Employer’s Liability 

9 Statutory 
Each Accident 
Disease - Policy Limit 
Disease - Each Employee 

$ 
$ 
$ 

Property Insurance 
9 Course of Construction 

Amount of Insurance $ 

Certificate Holder/Additional Insured Authorized Representative 
Signature: 
Title: 
Phone No.:  
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Exhibit “G”

UNDERWRITER/BROKER/AGENT’S CERTIFICATION

City:  

City Project Identification:  

Entity Providing Contractual Services:  

Insurer(s):  

Best Rating(s):  

Name and Title of Underwriter, Broker or Agent completing Certification:  

I, the undersigned insurance underwriter, broker or insurance agent, do hereby certify that I have examined the insurance 
specifications prepared by the City for the above-referenced project and have attached herewith company certificates of 
insurance and all endorsements specified in the insurance specifications. 

I further certify that the coverages provided to the Contractor and described in the certificates of insurance and 
endorsements conform in all respects to the requirements set forth in the insurance specifications, including, but not limited 
to, the following considerations: 

1. The scope of insurance is at least as broad as the minimum requirements identified in the insurance specifications;
2. The minimum occurrence limits and aggregate limits of insurance are consistent with those set forth in the insurance

specifications;
3. All deductibles and/or self-insured retentions have been declared;
4. All required endorsements identified in the insurance specifications have been provided and copies have been

attached to the appropriate certificate of insurance.
5. All policies of insurance have been placed with insurers with a current rating from the A.M. Best Company of not less

than A:VII;
6. All endorsements have been signed by a person authorized by the insurer to bind coverage on its behalf.

I understand that the City will not authorize the Contractor to initiated work on behalf of the City until this certification has 
been fully executed and returned to the City. 

Name of Company Signature of Broker 

Business Address Date 

Business Phone 

27



Novato Agreement BL and TOT (003) 
8/23/18 

Exhibit “H”
Issue Date (MM/DD/YY) 

Certificate of Professional Liability Insurance
 (the “City”)

Producer This Certificate of Insurance is not an insurance policy and does not amend, 
extend, or alter the coverage afforded by the policies below. 

Best’s 
Companies Rating 

Company 
Letter 

A 

Company 
Letter 

B 

Company 
Letter 

C 

Company 
Letter 

D 

Company 
Letter 

Insured 

This is to certify that the policies of insurance listed below have been issued to the Insured Named above for the policy period indicated, 
notwithstanding any requirement, term or condition of any contract or other document with respect to which this certificate may be 
issued or may pertain, the insurance afforded by the policies described herein subject to all the terms, exclusions, and conditions of 
such policies.  Limits shown may have been reduced by paid claims. 

Co 
Ltr Type of Insurance Policy Number 

Policy 
Effective Date 
(mm/dd/yy) 

Policy 
Expiration Date 
(mm/dd/yy) All Units in Thousands 

Professional Liability 
Errors and 
Omissions Insurance 

9 Claims Made 

9 Occurrence 

Each Occurrence 
Aggregate 
Combined Single Limit 

$ 
$ 
$ 

28



Novato Agreement BL and TOT (003) 
8/23/18 

Description of Operations/Locations/Vehicles/Restrictions/Special Items 

The following Provisions Apply: 
1. None of the above-described policies will be cancelled until after 30 days written notice has been given to the City at the address

indicated below.
2. It is agreed that any insurance or self-insurance maintained by the City will apply in excess of and not to contribute with the insurance 

described above.
3. It is hereby certified the above policy provides insurance as required by the applicable agreement between the City and the insured.

Certificate Holder/Additional Insured Authorized Representative 
Signature: 
Title: 
Phone No.:  
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