


LOS RIOS COMMUNITY COLLEGE DISTRICT                                                               
American River College • Cosumnes River College • Folsom Lake College • Sacramento City College  

PURCHASE ORDER TERMS AND CONDITIONS 

 (revised 04/2012) 

1. APPLICABLE LAW: The contract resulting from this order shall be governed by the laws of the State of California 
2. COMPLETION OF ORDERS: LRCCD reserves the right to withhold payment until order is completed. 
3. DISCOUNTS:  Please show cash payment discount offered on your invoice in connection with any discount offered, time will be computed from date of delivery 

of the supplies or equipment, or from date correct invoices are received in the office specified by LRCCD if the latter date is later than the date of delivery.  
Payment is deemed to be made for the purpose of earning discount, on the date payment is mailed or on behalf of LRCCD. 

4. INVOICES: Invoices shall be prepared and submitted in duplicate unless otherwise specified.  Invoices shall contain Purchase order number, date, description of 
items, sizes and quantities, unit prices, extended totals, place and date of delivery.  Invoices or vouchers not on printed bill heads shall be signed by the 
CONTRACTOR or person furnishing the supplies or services.  Every invoice shall be properly itemized. If LRCCD has not received billing for product or 
services within a one year period LRCCD will not be held responsible for satisfying the debt. 

5. CHANGES:  No change or modification in terms, quantities, or specifications may be made without express authorization in writing from the LRCCD Purchasing 
Office and signed by the parties hereto, and no oral understanding or agreement not incorporated herein shall be binding on any of the parties hereto.  If unit cost 
of any item exceeds the amount shown by 10% or $250.00 whichever is less do not ship.  Contact LRCCD Purchasing at the phone number provided.  

6. BILL OF LADING: If Bill of Lading is applicable to this order, send originals to “Ship to” address and duplicate Bill of Lading with invoices to “Bill to” address. 
All correspondence, invoices, bills of lading, shipping memos, packages, etc., must show purchase order number.  If factory shipment, advise factory to comply. 

7. TRANSPORTATION CHARGES: Invoices for prepaid transportation charges must be supported by original receipted expense bills. 
8. FOB POINT AND FREIGHT CHARGES: Unless otherwise specified on this order, all items shall be delivered FOB Destination.  No charge for delivery, 

drayage, express, parcel post, packing, cartage, insurance, license fees, permits, or for any other purpose will be paid by LRCCD unless expressly included and 
itemized in the order.  Unless otherwise shown, on “FOB Shipping Point” transactions, CONTRACTOR shall arrange for lowest cost transportation, prepay and 
add freight to invoice and furnish supporting freight bills if the amount exceeds $50.00.  On “FOB Shipping Point” transactions, should any shipments under this 
purchase order be received by LRCCD in a damaged condition and any related freight loss and damage claims filed against the carrier or carriers be wholly or 
partially declined with the inference that damage was the result of the act of the shipper such as inadequate packaging or loading or some inherent defect in the 
equipment and/or material, CONTRACTOR on request of LRCCD shall at CONTRACTOR’s own expense assist LRCCD in establishing carrier liability by 
supplying evidence that the equipment and/or materials was properly constructed, manufactured, packaged, and secured to withstand normal transportation 
conditions.  Shipments that are California intrastate in nature and where freight is to be borne by LRCCD shall be tendered to carriers with written instructions that 
rate and charges may not exceed the lowest lawful rates on file with the California Public Utilities Commission. 

9. PATENT INDEMNITY: The CONTRACTOR shall hold LRCCD, its officers, agents and employees harmless from alleged liability of any nature or kind, 
including costs and attorney fees and expenses, for infringement or use of any copyrighted or uncopyrighted composition, secret process, patented or unpatented 
invention, article or appliance furnished or used in connection with the contract or purchase order. 

10. TAXES:  Certain articles sold to LRCCD are exempt from certain Federal excise taxes.  LRCCD will reimburse the CONTRACTOR for, or pay directly, all 
California State and local sales and use taxes applicable to this purchase. 

11. EQUAL OPPORTUNITY EMPLOYER: The acceptance of this purchase order by a supplier of goods and services is a certification that such supplier complies 
with all provisions of executive order 11246 and is an equal opportunity employer. 

12. GENERAL SAFETY ORDERS: All materials, supplies and services sold to LRCCD shall conform to the general safety orders of the State of California.  All 
materials, except as otherwise specified, must be new and of the best quality of their respective kinds. 

13. INDEMNIFICATION:  CONTRACTOR shall indemnify, defend and hold harmless LRCCD, its trustees, officers, agents, employees and volunteers, from any 
and all  claims, demands, suits, causes of action, damages, penalties, breaches of this agreement, infringement of patent rights, costs, expenses, violations of 
employee occupational health and safety laws, attorney fees, losses or liability, property damage, personal injuries to or death of persons, arising out of, alleged to 
have arisen out of, or relating in any way to CONTRACTOR’s work to be performed under this agreement, except if caused solely by the negligence of LRCCD.  

14. TERMINATION: LRCCD may terminate this agreement and be relieved of the payment of any consideration to CONTRACTOR should CONTRACTOR fail to 
perform the covenants herein contained at the time and in the manner herein provided.  In the event of such termination LRCCD may proceed with the work in 
any manner deemed proper by LRCCD.  The cost to LRCCD shall be deducted from any sum due the CONTRACTOR under this agreement and the balance if 
any, shall be paid the CONTRACTOR upon demand. 

15. ASSIGNMENT: Without the written consent of LRCCD, this agreement is not assignable by CONTRACTOR either in whole or in part. 
16. PUBLIC WORKS PROJECTS: CONTRACTOR must comply with Public Contract Code. 
17. CA LABOR CODE: Pursuant to Section 1700, and following, the CONTRACTOR shall pay not less than the prevailing rate of per diem wages as determined by 

the Director of the California Department of Industrial Relations.  Copies of such prevailing rate of per diem wages are on file at the Business Office of the Los 
Rios Community College District, 1919 Spanos Court, Sacramento, CA  95825.  Those copies shall be made available to any interested party upon request.  The 
CONTRACTOR shall forfeit, as penalty to the LRCCD, Fifty Dollars ($50.00) for each calendar day or portion thereof, for each workman paid less than the 
stipulated prevailing rates for any work done under the contract by him/her or by any subcontractor under him, in violation of the provisions of such Labor Code. 

18. NOTICE:  Your employees may be exposed to hazardous substances during the course of their work while on LRCCD property.  For additional information on 
the hazardous substances that your employees may be exposed to contact the LRCCD General Services Department at (916) 568-3048. 

19. INSURANCE:  CONTRACTOR shall, at all times, maintain in full force and effect the following insurance:  Workers’ Compensation, Commercial General 
Liability, Auto Liability, and Professional Liability if licensed professional.  Policy limits for each shall be at least $1,000,000 AND $3,000,000 AGGREGATE 
for bodily injury, personal injury and property damage. Any combination of General Liability and Excess Coverage can be combined to meet the Aggregate.  
LRCCD shall be named as an additional insured on CONTRACTOR’s policies.  The CONTRACTOR shall provide a certificate of insurance and required 
endorsements to comply with this section at least 15 days prior to commencement of work under this contract. The certificate shall state that LRCCD will be given 
30 days notice of any material change or cancellation in coverage. 

20. DISQUALIFIED EMPLOYEES: CONTRACTOR shall ensure that persons who perform services on LRCCD property have not been convicted of any felony, or 
any controlled substance offense or any sex offense as those terms are defined by Education Code section 87008-87010. If LRCCD determines that any person 
employed by CONTRACTOR to work on LRCCD property is incompetent, unfaithful, intemperate, disorderly, abusive or is otherwise unsatisfactory, 
CONTRACTOR shall cause that employee to be removed from working on LRCCD property immediately, and that person shall not be employed again on 
LRCCD property. 

21. WORK AUTHORIZATION: Prior to LRCCD’s acceptance of this Agreement, CONTRACTORs who are not U.S. citizens must provide verification of (a) work 
authorization status from the appropriate U.S. Department of State; (b) a copy of their U.S. visa; (c) the number of days present in the U.S.; and (d) tax treaty 
status.  LRCCD shall not make any payments to CONTRACTOR unless CONTRACTOR holds the appropriate U.S. visa.  CONTRACTOR is responsible for 
ensuring they are in possession of the appropriate visa. 

22. WARRANTY: CONTRACTOR expressly warrants that all materials, goods, equipment, services, and/or labor shall conform to the requirements set forth or 
incorporated into this order and any applicable industry standards or requirements, shall be merchantable and free from defects in workmanship, materials and/ or 
design (including latent defects), and shall perform as specified. CONTRACTOR further warrants that all materials, goods, equipment, services, and/or labor will 
be fit and sufficient for the particular purposes intended by LRCCD. Unless agreed upon otherwise between LRCCD and CONTRACTOR, the warranty period 
shall be the longer of: (a) any express warranty included in this service agreement; (b) one year after the materials, goods, equipment, services, and/or labor are 
accepted by LRCCD; or (c) any warranty period provided under any applicable California law.  





From: Karnitz, Kathy J.
To: joel@plaidzebrafilms.com
Cc: harrison@plaidzebrafilms.com; Haney, Brenda
Subject: PLAID ZEBRA INSURANCE DOCUMENTS REQUEST
Date: Thursday, October 02, 2014 1:40:17 PM
Attachments: INSURANCE REQUIREMENTS_final021014.pdf

Hello Joel,
As a new vendor performing onsite services to Los Rios Community College District
 (LRCCD) we must have on file a copy of your business insurance certificate. A
 department at Folsom Lake College has requested use of your services. I have
 attached LRCCD insurance requirements for your review or to forward to your broker
 for evaluation and compliance.
 
Please read the requirements carefully and completely to ensure compliance with the
 limits and additional insured endorsements.
 
You may email documentation to lrccdpurchase@losrios.edu; fax to 916 568-3145 or
 mail to
 
Attn:  Purchasing
Los Rios Community College District
1919 Spanos Court
Sacramento, CA 95825
 
Thank you for your earliest response to this request. You may contact me if you have
 any questions.
 
 
Kathy J. Karnitz, Buyer
Los Rios Community College District, Purchasing, 1919 Spanos Ct., Sacramento, CA
 95825
Phone: 916-568-3127  Fax: 916-568-3145
 

mailto:/O=LOSRIOS/OU=DO/CN=DO-ADMIN/CN=SPANOS COURT/CN=USERS/CN=BUSINESS SERVICES/CN=KARNITK
mailto:joel@plaidzebrafilms.com
mailto:harrison@plaidzebrafilms.com
mailto:haneyb@flc.losrios.edu



Learn more about Los Rios Purchasing at: http://www.losrios.edu/purchase 
 
 
 


 


 


 


 


American River College   Cosumnes River College    Folsom Lake College    Sacramento City College 


 


INSURANCE  


PACKET 
 


 


VENDOR NAME: ______________________________________ 


 


 


Email – lrccdpurchase@losrios.edu 


Mail – 1919 Spanos Court, Sacramento, CA 95825 


Phone = (916) 568‐3071 


Fax – (916) 568‐3145 
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Attachment – A 
 


Los Rios Community College District  
 
 


INSURANCE COVERAGE REQUIREMENTS 
  


 
 
 
TYPE OF COVERAGE 


 
 
 
COVERAGE 
REQUIREMENTS 


 


LIMITS/REQUIREMENTS 


I.   GENERAL LIABILITY 
Comprehensive Form 
Premises-Operations 
Explosion and Collapse 
Underground Hazard 
Products/Completed Operations 
Contractual Insurance 
Broad Form Property Damage 
Independent Contractors 
Personal Injury 


 
 
Bodily Injury and 
Property Damage


Combined 


 
 
 
 


Personal Injury 


 
 
Reference 
Attachment C 


 


 


Same as above 


II. 


 


AUTOMOBILE LIABILITY 


Comprehensive Form 


Owner 


Hired 


Non-Owned 


Hazardous Material - MCS 90 


 


 
Bodily Injury   
and 
Property Damage 
Combined 
Bodily Injury & 
Property Damage 


 
Reference 
Attachment C 
 
 
Same as above 
 
 
 


III. 


 


WORKERS’ COMPENSATION 


 
Statutory 
Bodily injury by 
each accident 
 
Bodily injury by 
Disease-Each 
person 
 
Bodily injury by 
Disease-Policy 
Limits 
 


 
Reference 
Attachment C 
 


IV. 


 


EMPLOYERS’ LIABILITY 


  
Reference 
Attachment C 
 


V. 


 


SPECIAL EVENTS 


  
Reference 
Attachment C 
 


VI. 


OTHER PROFESSIONALS 


Architects, Engineers, Physicians, 


Accountants, Attorneys, Insurance 


Agents. 


Builder's Risk Insurance 


(Construction Activities Only) 


Including:  Fire, Extended Coverage, 


Vandalism & Malicious Mischief, Theft, 


Collapse and Flood. 


 


 
Any one claim 
and 
In the aggregate 
 
 
 
Contract Value 
(Less site 
preparation) 


 
Reference 
Attachment C 
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VII. CONSTRUCTION INSURANCE: The Contractor at his own cost and expense shall provide and 
maintain the applicable construction insurance until the contract is accepted by the Los Rios 
Community College District. This coverage shall be written for 100% of the completed value 
covering the Los Rios Community College District as the insured. 


 


 (1) For construction of new buildings: "Builders Risk Form" - all risk forms with an extension of 
buildings coverage to include personal property of others in the care, custody and control of 
the insured. 


 
 (2) For additions or repairs of existing buildings or structures: "Builders Risk Completed Value 


Form", covering Contractors' interest in improvements, repairs, additions, alteration to 
completed buildings, and subject to the coverage’s described in item (1) above. 
 


 (3)         For construction of bridges, viaducts or similar structures: "Bridge Builders Risk Form", All 
             Risk Contract. 
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Attachment – B 
 


Los Rios Community College District 
 


TYPES OF CONTRACT SERVICE 


A. General Contractors and Specialized Services: 
 


 Aircraft or Air Charter 
 Ambulance Services 
 Asbestos Abatement 
 Food Services and Catering 
 General Construction Contracts (Plant or Other Facilities) 
 Hazardous Waste Services 
 International Study Travel Abroad 
 Medical Services (including optical and laboratory) 
 Professional Services (Accountants, Actuaries, Architects, Attorneys, Engineers, 


Financial Services, Insurance, Surveyors) 
 Special Events Community Services/Pyrotechnical Displays Transportation 


Services 
 High Voltage Services 


 
 
B. Building/Grounds and Maintenance Services: 
 


 Building and Grounds Maintenance (Electrical, HVAC, painting, plumbing, roofing, etc.) 


 Elevator Maintenance 


 Groundskeepers 


 Janitor/Custodial 


 Special Events Community Services 


 Tree Removal/Trimming 


 Roadway/Parking Lot Striping 


 


C. Repair, Installation, and Independent Contractors Services: 


 Carpet Installation and Cleaning 
 Door and Window Services 
 Floor Installation, Cost Estimators, Schedule Consultants 
 Facilities Planning Consultants, QA Plan Reviewers 
 Garage Door Installation, Fence Repairs 
 Independent services contracts (grants writers, professional speakers, trainers, and 


facilitators, report writers, and evaluation/assessment reports) 
 Information Technology 
 Locksmith Services 
 Shower/Tub and Tile Repair 


 


 
 


* Step 1 – Review Attachment A for District insurance coverage requirement. 
* Step 2 – Identify type of contractual service to be performed on Attachment B, i.e., A, B, or C above. 


* Step 3 – Reference Attachment C to review insurance coverage and limits based on contract type.       
* Step 4 – Use the compliance checklist in Attachment D to confirm requirements are satisfied. 
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Attachment - C 


Los Rios Community College District  


INSURANCE COVERAGE AND LIMITS 


(Identify the type of contract, reference Attachment A) 


Type of Contract Comm’l 
General Liab. 


Business 
Auto Liab. 


Professional 
Liab. 


Fire and 
Extended 


Coverage for all 
Risk Prop. 


Workers’ 
Compensation 


A, B, OR C √ √  ** √ 
Aircraft √     


Professional service 
contract (architects, 
engineers, doctors)* 


 
√ 


 
** 


 
√ 


  
√ 


 
√ = Coverage normally required in contract situation. 
* = License required by governmental agency. 
** = Coverage often (but not always) required in contract situation. 


 


 
 
 


INSURANCE COVERAGE LIMITS 


Coverage Basis Type A Type B Type C
Commercial General Liability 
(CGL) (Additional Insured) 


Occurrence 
Aggregate 


$1,000,000 
$3,000,000 


$1,000,000 
$2,000,000 


$1,000,000 
$1,000,000 


Automobile Liability (AL) 
(Additional Insured) 


Occurrence $1,000,000 $1,000,000 $500,000


Hazardous Waste Hauling w/ MCS 
90 Filing (Additional Insured) 


Occurrence $5,000,000 $5,000,000 $5,000,000


Workers' Compensation (WC) 
Employers' Liability (EL) 


Statutory 
Occurrence 


Statutory Limit 
$1mil/$1mil 


/$1 mil 


Statutory Limit 
$500,000/$500,000 


/$500,000 


Statutory Limit 
$500,000/$500,000


/$500,000 
Builders' Risk (BR) Occurrence Completed Project Value 


Property Contract Value Full Replacement - No Coinsurance


Professional Liability (PL) 
(Errors and Omission) 


Claims Made * 
Aggregate 


$3,000,000 
$5,000,000 


N/A N/A


Pollution/Environmental Occurrence 
Aggregate 


$5,000,000 
$5,000,000 


$1,000,000 
$2,000,000 


$1,000,000 
$2,000,000 


Aircraft Liability Occurrence 
Aggregate 


$5,000,000 
$10,000,000 


$5,000,000 
$10,000,000 


$5,000,000 
$10,000,000 


* Claims Made  
5 year tail (ERP)
Extended 
Reporting Period


N/A N/A


* Claims Made: Require the retroactive date, if any, precede the commencement of the performance of the contract.   
  Coverage should remain in force for (10) years after completion of work.
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Attachment - D 


Los Rios Community College District  


COMPLIANCE CHECKLIST 


 Yes


(√) 


No


(√) Comments 


Commercial General Liability    


 Contract A Limit is $1,000,000 per occurrence w/ $3,000,000 
aggregate. Comprehensive Form 


 
Insurer _________________ 


  Contract B Limit is $1,000,000 per occurrence w/ $2,000,000 
aggregate. Comprehensive Form 


  Best Rating __________ 


  Contract C Limit is $1,000,000 per occurrence w/ $ 1,000,000 
aggregate. Comprehensive Form 


  California licensed? □ yes □ no 


 Separation of insured’s/severability of interest    


 
  Waiver of subrogation 


   


 Occurrence form   


 General aggregate (minimum $1.0, $2.0 or $3.0 Million)   


 Included as an additional insured   


 Contractor's insurance is primary ins. or self-ins.   


  Business Automobile Liability   
Insurer ___________________ 


 Limit is $1,000,000   Best Rating____________ 


 Covers owned, non-owned and hired automobiles   California licensed? □ yes □ no


  Workers' Compensation    


 Statutory, and includes employers' liability of 
$500,000 or $1,000,000 limit 


  Insurer ____________________


Best Rating __________ 


  Aircraft Liability   California licensed? □ yes □ no


  Limit is $5,000,000 occurrence w/ $10,000,000 aggregate   


 Severability of interests   Insurer _____________________


Best Rating __________ 


California licensed? □ yes □ no 


 Waiver of subrogation   


 Contractor's insurance is primary   


 Includes passenger coverage   


 Covers owned, non-owned, and hired aircraft   


 Included as an additional insured   


   Professional Liability 
  Insurer ____________________


Best Rating 
 Limit is $3,000,000   


California licensed? □ yes □ no


Certificate Provisions    


 30-day notice of cancellation 
 30-day notice of nonrenewal    
 30-day notice of material change 
 Notice definitely requires the insurer to send notice


General Comments 


 


   


 







From: Haney, Brenda
To: Nielsen, Ruth
Cc: Pactol, Monica; "joel@plaidzebrafilms.com"; "harrison@plaidzebra.com"
Subject: PO HOLD_ PENDING PO & CONTRACT APPROVAL BY LRCCD / Plaid Zebra Films _ REQ#_769432 FLC ASMT

 PROPOSAL
Date: Thursday, October 02, 2014 1:39:53 PM
Attachments: image001.png

Ruth –
 
In checking with District Purchasing this today - PO Status is as follows:  
 
Pending Confirming PO and Contract Approval/Signature by LRCCD  General Services
 

1)    Purchasing is reviewing for Certificate of Insurance requirements – vendor will be
 emailed if  required.

a.    Please Note:  Until PO is Issued & Insurance requirements are met – vendors
 are not authorized to begin work on-site.   
 

2)     50% Deposit Pre-Payment (Invoice# 0022) – tentatively scheduled for next GENFD
 Check Run on 10/09/14 (with check mailing to vendor on 10/14/14) – this
 providing all PO and Insurance requirements are met. 

 
All documents are archived to the Insider/BSO Pending REQ folder – for your reference.
 
Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu

From: Nielsen, Ruth 
Sent: Thursday, October 02, 2014 9:52 AM
To: Haney, Brenda
Subject: RE: Signature Required_ Plaid Zebra Films _ Contract Routing Sheet 
Importance: High
 
Brenda,
 
I am checking to find out the status of the contract with Plaid Zebra.  Can you possibly
 provide me with an update? 
 
We have tentatively scheduled them to be on campus late next week.
 
Thank you,
Ruth
 
Ruth Nielsen | Assistant to Dr. Monica Pactol, Dean of Instruction
Folsom Lake College | 10 College Parkway | Folsom, CA  95630
p. 916.608.6621 | f. 916.608.6523 |  NielseR@flc.losrios.edu /  http://flc.losrios.edu
 

mailto:/O=LOSRIOS/OU=FLC/CN=RECIPIENTS/CN=HANEYB
mailto:nielser@flc.losrios.edu
mailto:pactolm@flc.losrios.edu
mailto:joel@plaidzebrafilms.com
mailto:harrison@plaidzebra.com
mailto:haneyb@flc.losrios.edu
mailto:NielseR@flc.losrios.edu
http://flc.losrios.edu/



“You are here not to shrink down to less, but to blossom into more of who you really are.” Oprah
 Winfrey

 
From: Haney, Brenda 
Sent: Friday, September 19, 2014 7:50 AM
To: Nielsen, Ruth
Cc: Pactol, Monica
Subject: Signature Required_ Plaid Zebra Films _ Contract Routing Sheet 
Importance: High
 
Hi Ruth –
 
Please have Monica sign attached Contract Approval & Routing Sheet and email back to me. 
 
Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 
 
 

mailto:haneyb@flc.losrios.edu




 x

PLAID ZEBRA FILMS 

Video/Audio Capture, Video film editing services to

produce FLC Assessment/Student Information Video (see Proposed Scope of Work for details).

REQ#_769432, SA Packet# 45130 ( GS-78, 79

GS-152, 154); Plaid Zebra Films Proposal/Contract;  Plaid Zebra Films Invoice# 0022 for 50% Deposit.
Basic Skills: Assessment $4,500.00

Budget Code: GENFD 5100 12 FL.VI.BSKL 64900 00000 2015 573E

Monica Pactol

 9/19/14



REQUESTED BY: TYPED/PRINT DATE

GS #127  05/13

APPROVED: VICE PRESIDENT, ADMINISTRATION   DATE

AUTHORIZED:  DEAN OR AUTHORIZED SIGNATURE DATE

REQUESTED BY: SIGNATURE DATE

Location Code Dept.

Building Room No.

Los  Rios  Community  College  District

UNIT PRICE TOTAL PRICEITEM

1

2

3

4

5

6

7

8

9

10

11

12

$

I hereby certify the items/services listed above shall be obtained in 
accordance with District Policy, Conflict of Interest Code, P-8611, and all 
other applicable district, state and federal policies, rules, regulations and 
laws.

Division Date Required

College/District Location Department 

Department Building Location  

DELIVERY INSTRUCTIONS

SalesTax

13

Instructions on Reverse

Approved by / Date

Reviewed by / Date 

Dispatched Method / Date

Program Name

Requisition Req. No.

P.O. NO.Vendor Code

Total

*Asset Location - Equipment purchases over $200 (Accts: 6480, 6490, 6491, 6493, 6495)
complete  the  area  below  indicating  the  final  assigned location  of  equipment. 

AMOUNT

Purchases Charged to Categorical Programs, Grants or Special Projects
This purchase is in compliance with the requirements of

For grants/special projects
Program Director/Coordinator Signature Project/Grant Number     

Program Goal/Objective Number/Explanation

GIVE COMPLETE DESCRIPTION, INCLUDING CAT. NO. & SIZES
DESCRIPTION

QUANTITY UNIT

ORDERED

Program Sub-Class BY Proj/Grnt Amount

Program Sub-Class BY Proj/Grnt Amount

$

Bus. Unit Account Fund Org

Bus. Unit Account Fund Org*

*

DATE VENDOR

ADDRESS

CITY STATE ZIP

PHONE FAX

*Use additional paper if necessary and please reference requisition number.
DO NOT USE A SECOND REQUISITION. 

 Page                of      

E-MAIL

  769432 

http://psreports.losrios.edu/Loc_AssetDept_Descr.asp
http://www.boe.ca.gov/cgi-bin/rates.cgi




















From: Haney, Brenda
To: FLC-Purchase
Subject: REQUEST FOR NEW VENDOR ID_ PLAID ZEBRA FILMS
Date: Thursday, September 18, 2014 8:38:07 AM
Attachments: DOC091814.pdf
Importance: High

Hi Purchasing –
 
We need a VID set up for PLAID ZEBRA FILMS – as we are routing a new contract and requisition that
 will need to be expedited.    Please email me the VID#  you set-up for GENFD – so I can include it on
 REQ.   
 
Note:    FLC  has used this vendor for two other BANFL/SCOFL PO/Contracts  - in 2013 – 2014 – and
 have already set-up VID: 1369 on the campus based SCOFL side.  
Ø  Vendor Application and W9 attached from our FLC files.  
Ø  Vendor will invoice as PLAID ZEBRA FILMS

 
 
Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 
 

mailto:/O=LOSRIOS/OU=FLC/CN=RECIPIENTS/CN=HANEYB
mailto:FLCPurchase@losrios.edu
mailto:haneyb@flc.losrios.edu















From: Haney, Brenda
To: Nielsen, Ruth; Robinson, Brian
Subject: PLEASE ADVISE_ RCVG CONFIRMATION REQUIRED _ FW: PLAID ZEBRA INVOICE 0029 / PO#_0001078403
Date: Thursday, January 29, 2015 10:32:24 AM
Attachments: 0001078403_PLAID ZEBRA FILMS.pdf

DOC012915-01292015083103.pdf

Hi Brian / Ruth –
 
Vendor Plaid Zebra has invoiced for final balance on attached PO_0001078403.  The following is
 required to remit final payment:
 

1)      Please confirm if all services and deliverable product have been received for this Service
 Agreement Contract per Vendor Proposal/Scope of Work .

a.      If yes – provide final delivery date(s) and authorization to process PO Receivers and
 Payment Remittance  (Area Dean or VPI approval required for this).

b.      If no – provide status update and timeline for completion.
 

Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 

From: Haney, Brenda 
Sent: Thursday, January 29, 2015 10:21 AM
To: Slav, Lyudmila
Subject: FW: PLAID ZEBRA INVOICE 0029 / PO#_0001078403
 
Lyudmila –
 
PO_0001078403 copy attached.  Invoice is for PO Line# 2 Balance Due.  Receiver Required – I will
 have to confirm with requesting Area if services and video have been received. 
 
Ø  If yes – I’ll process an online receiver.
Ø  If no – I’ll email back with that information.

 
Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 
 
-----Original Message-----

mailto:/O=LOSRIOS/OU=FLC/CN=RECIPIENTS/CN=HANEYB
mailto:nielser@flc.losrios.edu
mailto:RobinsB@flc.losrios.edu
mailto:haneyb@flc.losrios.edu
mailto:haneyb@flc.losrios.edu







LOS RIOS COMMUNITY COLLEGE DISTRICT                                                               
American River College • Cosumnes River College • Folsom Lake College • Sacramento City College  


PURCHASE ORDER TERMS AND CONDITIONS 


 (revised 04/2012) 


1. APPLICABLE LAW: The contract resulting from this order shall be governed by the laws of the State of California 
2. COMPLETION OF ORDERS: LRCCD reserves the right to withhold payment until order is completed. 
3. DISCOUNTS:  Please show cash payment discount offered on your invoice in connection with any discount offered, time will be computed from date of delivery 


of the supplies or equipment, or from date correct invoices are received in the office specified by LRCCD if the latter date is later than the date of delivery.  
Payment is deemed to be made for the purpose of earning discount, on the date payment is mailed or on behalf of LRCCD. 


4. INVOICES: Invoices shall be prepared and submitted in duplicate unless otherwise specified.  Invoices shall contain Purchase order number, date, description of 
items, sizes and quantities, unit prices, extended totals, place and date of delivery.  Invoices or vouchers not on printed bill heads shall be signed by the 
CONTRACTOR or person furnishing the supplies or services.  Every invoice shall be properly itemized. If LRCCD has not received billing for product or 
services within a one year period LRCCD will not be held responsible for satisfying the debt. 


5. CHANGES:  No change or modification in terms, quantities, or specifications may be made without express authorization in writing from the LRCCD Purchasing 
Office and signed by the parties hereto, and no oral understanding or agreement not incorporated herein shall be binding on any of the parties hereto.  If unit cost 
of any item exceeds the amount shown by 10% or $250.00 whichever is less do not ship.  Contact LRCCD Purchasing at the phone number provided.  


6. BILL OF LADING: If Bill of Lading is applicable to this order, send originals to “Ship to” address and duplicate Bill of Lading with invoices to “Bill to” address. 
All correspondence, invoices, bills of lading, shipping memos, packages, etc., must show purchase order number.  If factory shipment, advise factory to comply. 


7. TRANSPORTATION CHARGES: Invoices for prepaid transportation charges must be supported by original receipted expense bills. 
8. FOB POINT AND FREIGHT CHARGES: Unless otherwise specified on this order, all items shall be delivered FOB Destination.  No charge for delivery, 


drayage, express, parcel post, packing, cartage, insurance, license fees, permits, or for any other purpose will be paid by LRCCD unless expressly included and 
itemized in the order.  Unless otherwise shown, on “FOB Shipping Point” transactions, CONTRACTOR shall arrange for lowest cost transportation, prepay and 
add freight to invoice and furnish supporting freight bills if the amount exceeds $50.00.  On “FOB Shipping Point” transactions, should any shipments under this 
purchase order be received by LRCCD in a damaged condition and any related freight loss and damage claims filed against the carrier or carriers be wholly or 
partially declined with the inference that damage was the result of the act of the shipper such as inadequate packaging or loading or some inherent defect in the 
equipment and/or material, CONTRACTOR on request of LRCCD shall at CONTRACTOR’s own expense assist LRCCD in establishing carrier liability by 
supplying evidence that the equipment and/or materials was properly constructed, manufactured, packaged, and secured to withstand normal transportation 
conditions.  Shipments that are California intrastate in nature and where freight is to be borne by LRCCD shall be tendered to carriers with written instructions that 
rate and charges may not exceed the lowest lawful rates on file with the California Public Utilities Commission. 


9. PATENT INDEMNITY: The CONTRACTOR shall hold LRCCD, its officers, agents and employees harmless from alleged liability of any nature or kind, 
including costs and attorney fees and expenses, for infringement or use of any copyrighted or uncopyrighted composition, secret process, patented or unpatented 
invention, article or appliance furnished or used in connection with the contract or purchase order. 


10. TAXES:  Certain articles sold to LRCCD are exempt from certain Federal excise taxes.  LRCCD will reimburse the CONTRACTOR for, or pay directly, all 
California State and local sales and use taxes applicable to this purchase. 


11. EQUAL OPPORTUNITY EMPLOYER: The acceptance of this purchase order by a supplier of goods and services is a certification that such supplier complies 
with all provisions of executive order 11246 and is an equal opportunity employer. 


12. GENERAL SAFETY ORDERS: All materials, supplies and services sold to LRCCD shall conform to the general safety orders of the State of California.  All 
materials, except as otherwise specified, must be new and of the best quality of their respective kinds. 


13. INDEMNIFICATION:  CONTRACTOR shall indemnify, defend and hold harmless LRCCD, its trustees, officers, agents, employees and volunteers, from any 
and all  claims, demands, suits, causes of action, damages, penalties, breaches of this agreement, infringement of patent rights, costs, expenses, violations of 
employee occupational health and safety laws, attorney fees, losses or liability, property damage, personal injuries to or death of persons, arising out of, alleged to 
have arisen out of, or relating in any way to CONTRACTOR’s work to be performed under this agreement, except if caused solely by the negligence of LRCCD.  


14. TERMINATION: LRCCD may terminate this agreement and be relieved of the payment of any consideration to CONTRACTOR should CONTRACTOR fail to 
perform the covenants herein contained at the time and in the manner herein provided.  In the event of such termination LRCCD may proceed with the work in 
any manner deemed proper by LRCCD.  The cost to LRCCD shall be deducted from any sum due the CONTRACTOR under this agreement and the balance if 
any, shall be paid the CONTRACTOR upon demand. 


15. ASSIGNMENT: Without the written consent of LRCCD, this agreement is not assignable by CONTRACTOR either in whole or in part. 
16. PUBLIC WORKS PROJECTS: CONTRACTOR must comply with Public Contract Code. 
17. CA LABOR CODE: Pursuant to Section 1700, and following, the CONTRACTOR shall pay not less than the prevailing rate of per diem wages as determined by 


the Director of the California Department of Industrial Relations.  Copies of such prevailing rate of per diem wages are on file at the Business Office of the Los 
Rios Community College District, 1919 Spanos Court, Sacramento, CA  95825.  Those copies shall be made available to any interested party upon request.  The 
CONTRACTOR shall forfeit, as penalty to the LRCCD, Fifty Dollars ($50.00) for each calendar day or portion thereof, for each workman paid less than the 
stipulated prevailing rates for any work done under the contract by him/her or by any subcontractor under him, in violation of the provisions of such Labor Code. 


18. NOTICE:  Your employees may be exposed to hazardous substances during the course of their work while on LRCCD property.  For additional information on 
the hazardous substances that your employees may be exposed to contact the LRCCD General Services Department at (916) 568-3048. 


19. INSURANCE:  CONTRACTOR shall, at all times, maintain in full force and effect the following insurance:  Workers’ Compensation, Commercial General 
Liability, Auto Liability, and Professional Liability if licensed professional.  Policy limits for each shall be at least $1,000,000 AND $3,000,000 AGGREGATE 
for bodily injury, personal injury and property damage. Any combination of General Liability and Excess Coverage can be combined to meet the Aggregate.  
LRCCD shall be named as an additional insured on CONTRACTOR’s policies.  The CONTRACTOR shall provide a certificate of insurance and required 
endorsements to comply with this section at least 15 days prior to commencement of work under this contract. The certificate shall state that LRCCD will be given 
30 days notice of any material change or cancellation in coverage. 


20. DISQUALIFIED EMPLOYEES: CONTRACTOR shall ensure that persons who perform services on LRCCD property have not been convicted of any felony, or 
any controlled substance offense or any sex offense as those terms are defined by Education Code section 87008-87010. If LRCCD determines that any person 
employed by CONTRACTOR to work on LRCCD property is incompetent, unfaithful, intemperate, disorderly, abusive or is otherwise unsatisfactory, 
CONTRACTOR shall cause that employee to be removed from working on LRCCD property immediately, and that person shall not be employed again on 
LRCCD property. 


21. WORK AUTHORIZATION: Prior to LRCCD’s acceptance of this Agreement, CONTRACTORs who are not U.S. citizens must provide verification of (a) work 
authorization status from the appropriate U.S. Department of State; (b) a copy of their U.S. visa; (c) the number of days present in the U.S.; and (d) tax treaty 
status.  LRCCD shall not make any payments to CONTRACTOR unless CONTRACTOR holds the appropriate U.S. visa.  CONTRACTOR is responsible for 
ensuring they are in possession of the appropriate visa. 


22. WARRANTY: CONTRACTOR expressly warrants that all materials, goods, equipment, services, and/or labor shall conform to the requirements set forth or 
incorporated into this order and any applicable industry standards or requirements, shall be merchantable and free from defects in workmanship, materials and/ or 
design (including latent defects), and shall perform as specified. CONTRACTOR further warrants that all materials, goods, equipment, services, and/or labor will 
be fit and sufficient for the particular purposes intended by LRCCD. Unless agreed upon otherwise between LRCCD and CONTRACTOR, the warranty period 
shall be the longer of: (a) any express warranty included in this service agreement; (b) one year after the materials, goods, equipment, services, and/or labor are 
accepted by LRCCD; or (c) any warranty period provided under any applicable California law.  











From: Karnitz, Kathy J.
To: joel@plaidzebrafilms.com
Cc: harrison@plaidzebrafilms.com; Haney, Brenda
Subject: PLAID ZEBRA INSURANCE DOCUMENTS REQUEST
Date: Thursday, October 02, 2014 1:40:17 PM
Attachments: INSURANCE REQUIREMENTS_final021014.pdf


Hello Joel,
As a new vendor performing onsite services to Los Rios Community College District
 (LRCCD) we must have on file a copy of your business insurance certificate. A
 department at Folsom Lake College has requested use of your services. I have
 attached LRCCD insurance requirements for your review or to forward to your broker
 for evaluation and compliance.
 
Please read the requirements carefully and completely to ensure compliance with the
 limits and additional insured endorsements.
 
You may email documentation to lrccdpurchase@losrios.edu; fax to 916 568-3145 or
 mail to
 
Attn:  Purchasing
Los Rios Community College District
1919 Spanos Court
Sacramento, CA 95825
 
Thank you for your earliest response to this request. You may contact me if you have
 any questions.
 
 
Kathy J. Karnitz, Buyer
Los Rios Community College District, Purchasing, 1919 Spanos Ct., Sacramento, CA
 95825
Phone: 916-568-3127  Fax: 916-568-3145
 



mailto:/O=LOSRIOS/OU=DO/CN=DO-ADMIN/CN=SPANOS COURT/CN=USERS/CN=BUSINESS SERVICES/CN=KARNITK

mailto:joel@plaidzebrafilms.com

mailto:harrison@plaidzebrafilms.com

mailto:haneyb@flc.losrios.edu






Learn more about Los Rios Purchasing at: http://www.losrios.edu/purchase 
 
 
 



 



 



 



 



American River College   Cosumnes River College    Folsom Lake College    Sacramento City College 



 



INSURANCE  



PACKET 
 



 



VENDOR NAME: ______________________________________ 



 



 



Email – lrccdpurchase@losrios.edu 



Mail – 1919 Spanos Court, Sacramento, CA 95825 



Phone = (916) 568‐3071 



Fax – (916) 568‐3145 
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Attachment – A 
 



Los Rios Community College District  
 
 



INSURANCE COVERAGE REQUIREMENTS 
  



 
 
 
TYPE OF COVERAGE 



 
 
 
COVERAGE 
REQUIREMENTS 



 



LIMITS/REQUIREMENTS 



I.   GENERAL LIABILITY 
Comprehensive Form 
Premises-Operations 
Explosion and Collapse 
Underground Hazard 
Products/Completed Operations 
Contractual Insurance 
Broad Form Property Damage 
Independent Contractors 
Personal Injury 



 
 
Bodily Injury and 
Property Damage



Combined 



 
 
 
 



Personal Injury 



 
 
Reference 
Attachment C 



 



 



Same as above 



II. 



 



AUTOMOBILE LIABILITY 



Comprehensive Form 



Owner 



Hired 



Non-Owned 



Hazardous Material - MCS 90 



 



 
Bodily Injury   
and 
Property Damage 
Combined 
Bodily Injury & 
Property Damage 



 
Reference 
Attachment C 
 
 
Same as above 
 
 
 



III. 



 



WORKERS’ COMPENSATION 



 
Statutory 
Bodily injury by 
each accident 
 
Bodily injury by 
Disease-Each 
person 
 
Bodily injury by 
Disease-Policy 
Limits 
 



 
Reference 
Attachment C 
 



IV. 



 



EMPLOYERS’ LIABILITY 



  
Reference 
Attachment C 
 



V. 



 



SPECIAL EVENTS 



  
Reference 
Attachment C 
 



VI. 



OTHER PROFESSIONALS 



Architects, Engineers, Physicians, 



Accountants, Attorneys, Insurance 



Agents. 



Builder's Risk Insurance 



(Construction Activities Only) 



Including:  Fire, Extended Coverage, 



Vandalism & Malicious Mischief, Theft, 



Collapse and Flood. 



 



 
Any one claim 
and 
In the aggregate 
 
 
 
Contract Value 
(Less site 
preparation) 



 
Reference 
Attachment C 
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VII. CONSTRUCTION INSURANCE: The Contractor at his own cost and expense shall provide and 
maintain the applicable construction insurance until the contract is accepted by the Los Rios 
Community College District. This coverage shall be written for 100% of the completed value 
covering the Los Rios Community College District as the insured. 



 



 (1) For construction of new buildings: "Builders Risk Form" - all risk forms with an extension of 
buildings coverage to include personal property of others in the care, custody and control of 
the insured. 



 
 (2) For additions or repairs of existing buildings or structures: "Builders Risk Completed Value 



Form", covering Contractors' interest in improvements, repairs, additions, alteration to 
completed buildings, and subject to the coverage’s described in item (1) above. 
 



 (3)         For construction of bridges, viaducts or similar structures: "Bridge Builders Risk Form", All 
             Risk Contract. 
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Attachment – B 
 



Los Rios Community College District 
 



TYPES OF CONTRACT SERVICE 



A. General Contractors and Specialized Services: 
 



 Aircraft or Air Charter 
 Ambulance Services 
 Asbestos Abatement 
 Food Services and Catering 
 General Construction Contracts (Plant or Other Facilities) 
 Hazardous Waste Services 
 International Study Travel Abroad 
 Medical Services (including optical and laboratory) 
 Professional Services (Accountants, Actuaries, Architects, Attorneys, Engineers, 



Financial Services, Insurance, Surveyors) 
 Special Events Community Services/Pyrotechnical Displays Transportation 



Services 
 High Voltage Services 



 
 
B. Building/Grounds and Maintenance Services: 
 



 Building and Grounds Maintenance (Electrical, HVAC, painting, plumbing, roofing, etc.) 



 Elevator Maintenance 



 Groundskeepers 



 Janitor/Custodial 



 Special Events Community Services 



 Tree Removal/Trimming 



 Roadway/Parking Lot Striping 



 



C. Repair, Installation, and Independent Contractors Services: 



 Carpet Installation and Cleaning 
 Door and Window Services 
 Floor Installation, Cost Estimators, Schedule Consultants 
 Facilities Planning Consultants, QA Plan Reviewers 
 Garage Door Installation, Fence Repairs 
 Independent services contracts (grants writers, professional speakers, trainers, and 



facilitators, report writers, and evaluation/assessment reports) 
 Information Technology 
 Locksmith Services 
 Shower/Tub and Tile Repair 



 



 
 



* Step 1 – Review Attachment A for District insurance coverage requirement. 
* Step 2 – Identify type of contractual service to be performed on Attachment B, i.e., A, B, or C above. 



* Step 3 – Reference Attachment C to review insurance coverage and limits based on contract type.       
* Step 4 – Use the compliance checklist in Attachment D to confirm requirements are satisfied. 
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Attachment - C 



Los Rios Community College District  



INSURANCE COVERAGE AND LIMITS 



(Identify the type of contract, reference Attachment A) 



Type of Contract Comm’l 
General Liab. 



Business 
Auto Liab. 



Professional 
Liab. 



Fire and 
Extended 



Coverage for all 
Risk Prop. 



Workers’ 
Compensation 



A, B, OR C √ √  ** √ 
Aircraft √     



Professional service 
contract (architects, 
engineers, doctors)* 



 
√ 



 
** 



 
√ 



  
√ 



 
√ = Coverage normally required in contract situation. 
* = License required by governmental agency. 
** = Coverage often (but not always) required in contract situation. 



 



 
 
 



INSURANCE COVERAGE LIMITS 



Coverage Basis Type A Type B Type C
Commercial General Liability 
(CGL) (Additional Insured) 



Occurrence 
Aggregate 



$1,000,000 
$3,000,000 



$1,000,000 
$2,000,000 



$1,000,000 
$1,000,000 



Automobile Liability (AL) 
(Additional Insured) 



Occurrence $1,000,000 $1,000,000 $500,000



Hazardous Waste Hauling w/ MCS 
90 Filing (Additional Insured) 



Occurrence $5,000,000 $5,000,000 $5,000,000



Workers' Compensation (WC) 
Employers' Liability (EL) 



Statutory 
Occurrence 



Statutory Limit 
$1mil/$1mil 



/$1 mil 



Statutory Limit 
$500,000/$500,000 



/$500,000 



Statutory Limit 
$500,000/$500,000



/$500,000 
Builders' Risk (BR) Occurrence Completed Project Value 



Property Contract Value Full Replacement - No Coinsurance



Professional Liability (PL) 
(Errors and Omission) 



Claims Made * 
Aggregate 



$3,000,000 
$5,000,000 



N/A N/A



Pollution/Environmental Occurrence 
Aggregate 



$5,000,000 
$5,000,000 



$1,000,000 
$2,000,000 



$1,000,000 
$2,000,000 



Aircraft Liability Occurrence 
Aggregate 



$5,000,000 
$10,000,000 



$5,000,000 
$10,000,000 



$5,000,000 
$10,000,000 



* Claims Made  
5 year tail (ERP)
Extended 
Reporting Period



N/A N/A



* Claims Made: Require the retroactive date, if any, precede the commencement of the performance of the contract.   
  Coverage should remain in force for (10) years after completion of work.
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Attachment - D 



Los Rios Community College District  



COMPLIANCE CHECKLIST 



 Yes



(√) 



No



(√) Comments 



Commercial General Liability    



 Contract A Limit is $1,000,000 per occurrence w/ $3,000,000 
aggregate. Comprehensive Form 



 
Insurer _________________ 



  Contract B Limit is $1,000,000 per occurrence w/ $2,000,000 
aggregate. Comprehensive Form 



  Best Rating __________ 



  Contract C Limit is $1,000,000 per occurrence w/ $ 1,000,000 
aggregate. Comprehensive Form 



  California licensed? □ yes □ no 



 Separation of insured’s/severability of interest    



 
  Waiver of subrogation 



   



 Occurrence form   



 General aggregate (minimum $1.0, $2.0 or $3.0 Million)   



 Included as an additional insured   



 Contractor's insurance is primary ins. or self-ins.   



  Business Automobile Liability   
Insurer ___________________ 



 Limit is $1,000,000   Best Rating____________ 



 Covers owned, non-owned and hired automobiles   California licensed? □ yes □ no



  Workers' Compensation    



 Statutory, and includes employers' liability of 
$500,000 or $1,000,000 limit 



  Insurer ____________________



Best Rating __________ 



  Aircraft Liability   California licensed? □ yes □ no



  Limit is $5,000,000 occurrence w/ $10,000,000 aggregate   



 Severability of interests   Insurer _____________________



Best Rating __________ 



California licensed? □ yes □ no 



 Waiver of subrogation   



 Contractor's insurance is primary   



 Includes passenger coverage   



 Covers owned, non-owned, and hired aircraft   



 Included as an additional insured   



   Professional Liability 
  Insurer ____________________



Best Rating 
 Limit is $3,000,000   



California licensed? □ yes □ no



Certificate Provisions    



 30-day notice of cancellation 
 30-day notice of nonrenewal    
 30-day notice of material change 
 Notice definitely requires the insurer to send notice



General Comments 



 



   



 












From: Haney, Brenda
To: Nielsen, Ruth
Cc: Pactol, Monica; "joel@plaidzebrafilms.com"; "harrison@plaidzebra.com"
Subject: PO HOLD_ PENDING PO & CONTRACT APPROVAL BY LRCCD / Plaid Zebra Films _ REQ#_769432 FLC ASMT


 PROPOSAL
Date: Thursday, October 02, 2014 1:39:53 PM
Attachments: image001.png


Ruth –
 
In checking with District Purchasing this today - PO Status is as follows:  
 
Pending Confirming PO and Contract Approval/Signature by LRCCD  General Services
 


1)    Purchasing is reviewing for Certificate of Insurance requirements – vendor will be
 emailed if  required.


a.    Please Note:  Until PO is Issued & Insurance requirements are met – vendors
 are not authorized to begin work on-site.   
 


2)     50% Deposit Pre-Payment (Invoice# 0022) – tentatively scheduled for next GENFD
 Check Run on 10/09/14 (with check mailing to vendor on 10/14/14) – this
 providing all PO and Insurance requirements are met. 


 
All documents are archived to the Insider/BSO Pending REQ folder – for your reference.
 
Thank you,


Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu


From: Nielsen, Ruth 
Sent: Thursday, October 02, 2014 9:52 AM
To: Haney, Brenda
Subject: RE: Signature Required_ Plaid Zebra Films _ Contract Routing Sheet 
Importance: High
 
Brenda,
 
I am checking to find out the status of the contract with Plaid Zebra.  Can you possibly
 provide me with an update? 
 
We have tentatively scheduled them to be on campus late next week.
 
Thank you,
Ruth
 
Ruth Nielsen | Assistant to Dr. Monica Pactol, Dean of Instruction
Folsom Lake College | 10 College Parkway | Folsom, CA  95630
p. 916.608.6621 | f. 916.608.6523 |  NielseR@flc.losrios.edu /  http://flc.losrios.edu
 



mailto:/O=LOSRIOS/OU=FLC/CN=RECIPIENTS/CN=HANEYB

mailto:nielser@flc.losrios.edu

mailto:pactolm@flc.losrios.edu

mailto:joel@plaidzebrafilms.com
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mailto:NielseR@flc.losrios.edu
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“You are here not to shrink down to less, but to blossom into more of who you really are.” Oprah
 Winfrey


 
From: Haney, Brenda 
Sent: Friday, September 19, 2014 7:50 AM
To: Nielsen, Ruth
Cc: Pactol, Monica
Subject: Signature Required_ Plaid Zebra Films _ Contract Routing Sheet 
Importance: High
 
Hi Ruth –
 
Please have Monica sign attached Contract Approval & Routing Sheet and email back to me. 
 
Thank you,


Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 
 
 



mailto:haneyb@flc.losrios.edu
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PLAID ZEBRA FILMS 


Video/Audio Capture, Video film editing services to


produce FLC Assessment/Student Information Video (see Proposed Scope of Work for details).


REQ#_769432, SA Packet# 45130 ( GS-78, 79


GS-152, 154); Plaid Zebra Films Proposal/Contract;  Plaid Zebra Films Invoice# 0022 for 50% Deposit.
Basic Skills: Assessment $4,500.00


Budget Code: GENFD 5100 12 FL.VI.BSKL 64900 00000 2015 573E


Monica Pactol


 9/19/14







REQUESTED BY: TYPED/PRINT DATE


GS #127  05/13


APPROVED: VICE PRESIDENT, ADMINISTRATION   DATE


AUTHORIZED:  DEAN OR AUTHORIZED SIGNATURE DATE


REQUESTED BY: SIGNATURE DATE


Location Code Dept.


Building Room No.


Los  Rios  Community  College  District


UNIT PRICE TOTAL PRICEITEM


1


2


3


4


5


6


7


8


9


10


11


12


$


I hereby certify the items/services listed above shall be obtained in 
accordance with District Policy, Conflict of Interest Code, P-8611, and all 
other applicable district, state and federal policies, rules, regulations and 
laws.


Division Date Required


College/District Location Department 


Department Building Location  


DELIVERY INSTRUCTIONS


SalesTax


13


Instructions on Reverse


Approved by / Date


Reviewed by / Date 


Dispatched Method / Date


Program Name


Requisition Req. No.


P.O. NO.Vendor Code


Total


*Asset Location - Equipment purchases over $200 (Accts: 6480, 6490, 6491, 6493, 6495)
complete  the  area  below  indicating  the  final  assigned location  of  equipment. 


AMOUNT


Purchases Charged to Categorical Programs, Grants or Special Projects
This purchase is in compliance with the requirements of


For grants/special projects
Program Director/Coordinator Signature Project/Grant Number     


Program Goal/Objective Number/Explanation


GIVE COMPLETE DESCRIPTION, INCLUDING CAT. NO. & SIZES
DESCRIPTION


QUANTITY UNIT


ORDERED


Program Sub-Class BY Proj/Grnt Amount


Program Sub-Class BY Proj/Grnt Amount


$


Bus. Unit Account Fund Org


Bus. Unit Account Fund Org*


*


DATE VENDOR


ADDRESS


CITY STATE ZIP


PHONE FAX


*Use additional paper if necessary and please reference requisition number.
DO NOT USE A SECOND REQUISITION. 


 Page                of      


E-MAIL


  769432 



http://psreports.losrios.edu/Loc_AssetDept_Descr.asp

http://www.boe.ca.gov/cgi-bin/rates.cgi









































From: Haney, Brenda
To: FLC-Purchase
Subject: REQUEST FOR NEW VENDOR ID_ PLAID ZEBRA FILMS
Date: Thursday, September 18, 2014 8:38:07 AM
Attachments: DOC091814.pdf
Importance: High


Hi Purchasing –
 
We need a VID set up for PLAID ZEBRA FILMS – as we are routing a new contract and requisition that
 will need to be expedited.    Please email me the VID#  you set-up for GENFD – so I can include it on
 REQ.   
 
Note:    FLC  has used this vendor for two other BANFL/SCOFL PO/Contracts  - in 2013 – 2014 – and
 have already set-up VID: 1369 on the campus based SCOFL side.  
Ø  Vendor Application and W9 attached from our FLC files.  
Ø  Vendor will invoice as PLAID ZEBRA FILMS


 
 
Thank you,


Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 
 



mailto:/O=LOSRIOS/OU=FLC/CN=RECIPIENTS/CN=HANEYB

mailto:FLCPurchase@losrios.edu

mailto:haneyb@flc.losrios.edu





























		PO#_0001078403

		PO Terms & Conditions

		Contract/Approval & Routing Sheet

		Email_10/02/14_DO RQST to Vendor for COI

		Email_10/2/14_PO Status Update to Area

		REQ#_769432_Signed Copy 

		Contract/Approval & Routing Sheet

		E-REQ#_Version_Unsigned

		Service Agreement#_45130

		Invoice#_0022_50% Deposit Due 10/1/14

		Plaid Zebra Films_Proposal/Scope of Work _ 4 pages

		SA_Conflict of Interest

		SA_Checklist

		SA_Certification Form

		Email_9/18/14_Request for New VID

		Vendor Application

		Vendor_W9

		Invoice#_0029_01/11/15_Balance Due_PO Line#2 



		Page: 1

		of: 1

		REQ NO: 

		Date: 9/18/14

		VENDOR: PLAID ZEBRA FILMS

		Vendor Code: 
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From: Slav, Lyudmila 
Sent: Thursday, January 29, 2015 8:42 AM
To: Haney, Brenda
Subject: PLAID ZEBRA INVOICE 0029
 
Good morning Brenda,
I received invoice from Plaid Zebra vendor. The invoice doesn't show PO number. Can you please
 provide me PO number so I can process it for payment?
Thank you,
 
Lyudmila Slav
Accounting Operations
Los Rios Community College District
1919 Spanos Court
Sacramento, CA 95825
(916) 568-3047
slavl@losrios.edu

mailto:slavl@losrios.edu




From: Pactol, Monica
To: Nielsen, Ruth; Haney, Brenda
Cc: Robinson, Brian
Subject: RE: PLEASE ADVISE_ RCVG CONFIRMATION REQUIRED _ FW: PLAID ZEBRA INVOICE 0029 / PO#_0001078403
Date: Friday, January 30, 2015 2:06:17 PM

approved

From: Nielsen, Ruth
Sent: Friday, January 30, 2015 1:36 PM
To: Haney, Brenda
Cc: Robinson, Brian; Pactol, Monica
Subject: RE: PLEASE ADVISE_ RCVG CONFIRMATION REQUIRED _ FW: PLAID ZEBRA INVOICE 0029 /
 PO#_0001078403 

Brenda,
 
The final delivery of the service was completed on Wednesday, January 21, 2015. 
 Please authorize payment to process the PO Receivers and payment remittance
 once you receive Area dean or VPI approval. 
 
Brian/Monica, can you please approve this?
 
Thanks,
Ruth
 
 

Ruth Nielsen | Assistant to Dean of Instruction – Brian Robinson – Interim
Folsom Lake College | 10 College Parkway | Folsom, CA  95630
p. 916.608.6621 | f. 916-608-6523 |  NielseR@flc.losrios.edu| www.flc.losrios.edu

 

From: Haney, Brenda 
Sent: Thursday, January 29, 2015 10:32 AM
To: Nielsen, Ruth; Robinson, Brian
Subject: PLEASE ADVISE_ RCVG CONFIRMATION REQUIRED _ FW: PLAID ZEBRA INVOICE 0029 /
 PO#_0001078403
 
Hi Brian / Ruth –
 
Vendor Plaid Zebra has invoiced for final balance on attached PO_0001078403.  The following is
 required to remit final payment:
 

1)      Please confirm if all services and deliverable product have been received for this Service
 Agreement Contract per Vendor Proposal/Scope of Work .

a.      If yes – provide final delivery date(s) and authorization to process PO Receivers and
 Payment Remittance  (Area Dean or VPI approval required for this).

b.      If no – provide status update and timeline for completion.
 

Thank you,

mailto:/O=LOSRIOS/OU=FLC/CN=RESOURCES/CN=FLORES, MONICA
mailto:nielser@flc.losrios.edu
mailto:haneyb@flc.losrios.edu
mailto:RobinsB@flc.losrios.edu
http://www.flc.losrios.edu/


Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 

From: Haney, Brenda 
Sent: Thursday, January 29, 2015 10:21 AM
To: Slav, Lyudmila
Subject: FW: PLAID ZEBRA INVOICE 0029 / PO#_0001078403
 
Lyudmila –
 
PO_0001078403 copy attached.  Invoice is for PO Line# 2 Balance Due.  Receiver Required – I will
 have to confirm with requesting Area if services and video have been received. 
 
Ø  If yes – I’ll process an online receiver.
Ø  If no – I’ll email back with that information.

 
Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
 
 
-----Original Message-----
From: Slav, Lyudmila 
Sent: Thursday, January 29, 2015 8:42 AM
To: Haney, Brenda
Subject: PLAID ZEBRA INVOICE 0029
 
Good morning Brenda,
I received invoice from Plaid Zebra vendor. The invoice doesn't show PO number. Can you please
 provide me PO number so I can process it for payment?
Thank you,
 
Lyudmila Slav
Accounting Operations
Los Rios Community College District
1919 Spanos Court
Sacramento, CA 95825
(916) 568-3047
slavl@losrios.edu

mailto:haneyb@flc.losrios.edu
mailto:haneyb@flc.losrios.edu
mailto:slavl@losrios.edu
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