
 

 
 
County of San Luis Obispo  August 22, 2007 

Page 1 of 85 
Final V1.0  

 

COUNTY OF SAN LUIS OBISPO  
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COUNTY GOVERNMENT CENTER•SAN LUIS OBISPO, CALIFORNIA 
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DUANE P LEIB, DIRECTOR 
 

 

REQUEST FOR PROPOSAL (RFP) PS- #965 

Property Tax Project Consultants for 
Integrated Property Tax Management System  

(Requirements Gathering) 

 

August 22, 2007 

The County of San Luis Obispo is currently soliciting proposals to engage a firm to provide Project 
Consultancy to gather the requirements for a new Integrated Property Tax Management System. 

Each proposal shall specify each and every item as set forth in the attached requirements. Any and all 
exceptions must be clearly stated in the proposal. Failure to set forth any item in the specifications 
without taking exception may be grounds for rejection. The County of San Luis Obispo reserves the 
right to reject all proposals and to waive any formalities. 

If your firm is interested and qualified, please submit your proposal by 4:00 p.m. PDT on September 
21, 2007 to: 

 

County of San Luis Obispo 
Department of General Services, Purchasing Department 

Phill Haley, Central Services Division 
1087 Santa Rosa Street 

San Luis Obispo, CA 93408 

 

Proposals must be received by mail, recognized carrier, or hand delivered no later than 4:00 PM PDT 
on September 21, 2007. Late proposals will not be considered. Submit 11 printed copies and 11 
electronic copies of your proposal. The original submission shall be clearly marked “ORIGINAL.” A 
representative authorized to commit the proposing entity in contractual matters must sign the copy 
marked “ORIGINAL”. All printed copies of the Proposals submitted in response to this RFP shall be 
typed on 8½” x 11” white paper, printed on two sides, and spiral or ring (not thermal) bound. 
Electronic copies shall be submitted on either CD-ROM or on USB flash-drive media in both Microsoft 
Word 2003 and Adobe PDF file-formats. 
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If you have any questions about the proposal process, please contact Phill Haley, Buyer, at (805) 
781-5904. All other questions pertaining to the content of the proposal must be made in writing via e-
mail to Phil Henry at: phenry@co.slo.ca.us with the flag of “PROPERTY TAX PROJECT” in the 
Subject Line of the message. All questions will receive a response within two business days. The 
question and its response will be posted (anonymously) on the Property Tax RFP Internet site: 
http://www.slocounty.ca.gov/itd/PropertyTaxRequirements.htm, except that the County reserves the 
right to determine the appropriateness of comments / questions that will be posted on the website. 
The question and answer period will end at 5.00pm PDT Wednesday September 12, 2007 after which 
no further questions will be taken regarding the RFP. 

 

 
<Phill Haley> 

Buyer – Purchasing Department, Central Services Division 
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1 GENERAL INFORMATION 
The County of San Luis Obispo is soliciting responses to this Request for Proposal (RFP) to select a 
firm of Project Consultants that will engage with the County to gather the requirements for a new 
Integrated Property Tax Management system that will replace the current mainframe-based Property 
Tax system. 

The new system will add features and functionality – both to support current business processes, and 
to incorporate the benefits of modern technical architectures and user interfaces.  

The new system will meet the combined needs of the three main project sponsors – the Assessor, 
Auditor-Controller, and Treasurer-Tax Collector – and the system will support the end-to-end 
processes underpinning the property tax workflow through the various County Departments. 

As noted above – this RFP is specifically targeted at selecting Project Consultants who will map out 
the business processes supporting Property Tax activities and workflow, and who will define the 
requirements for a new Integrated Property Tax Management System. 

During the final stages of the selection process for this RFP, the Property Tax project team will have 
in-depth discussions with the selected Vendor finalist. This dialogue will include the type of 
engagement approach that will be used during the requirements gathering process. 

The goal of the County is to select Project Consultants that have the business knowledge, consultancy 
skills, and breadth and depth of manpower and experience to ensure that the project can be delivered 
within the agreed timescales and budget. 
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1.1 THE COUNTY OF SAN LUIS OBISPO 
Of the current 58 California counties, San Luis Obispo County is one of the original 27 counties 
established along with statehood in 1850. The county has over 3,300 square miles of land and a 
population of over 250,000 people. Employment is principally from education, tourism, agriculture, and 
local, county and state government services. 

An overview of employment within the County is shown in the figure below  

 

Figure 1 -- San Luis Obispo Employment 

 
(Source: State of California Labor Market Information Division) 

 

The County of San Luis Obispo has 22 departments and employs approximately 2,500 people. 

County of San Luis Obispo Mission Statement: 

The County’s elected representatives and employees are committed to serve the community with 
pride and to enhance the economic, environmental and social quality of life in San Luis Obispo County 

Additional information about the County can be accessed via the web at: www.slocounty.ca.gov. 
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1.2 COUNTY INFORMATION TECHNOLOGY ENVIRONMENT 
San Luis Obispo County has adopted a strategic initiative to move from its mainframe towards 
Microsoft architecture. Contractors are encouraged to use Microsoft architecture but proposals based 
on other technologies will be considered.  

County Departments are standardized on Microsoft Office products. Lotus Notes is the County 
standard e-mail and enterprise collaboration tool. 

1.2.1 WIDE AREA NETWORK (WAN) 
Wide Area Networking is provided over County-owned fiber optic and leased data circuits that are 
supported through the Information Technology Department (ITD) network group and provides services 
to approximately 120 remote locations throughout the County. The network group supports ATM, 
Frame Relay and 10/100/1000 Mbps Ethernet protocols. 

County-owned fiber is available geographically throughout the County; the County’s plan has been to 
continue to convert to fiber and high-speed data communications on a regional/campus basis. 
Leased-line services are provided by local telecom Contractors although need for services has been 
decreasing due to an increase in fiber availability. 

The County network provides VPN capabilities that can support 500 concurrent users with 128 bit 
encryption. 

The County runs a fully certified security zone (DMZ) with redundant firewalls. 

The majority of the County is based on a fiber network which does not experience significant 
bandwidth issues; however, several remote departments are connected via T-1 lines which 
occasionally experience performance issues.  

Internet connection is provided via two local telecom Contractors. 

 

1.2.2 NETWORK OPERATING SYSTEMS (NOS) 
ITD supported file/print and directory services are provided by Microsoft file servers and Active 
Directory. 

Almost all departments use Windows 2000, Windows XP, Windows Server 2003, and/or Linux to host 
their business applications. Windows Vista is currently not supported. 
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1.2.3 DATA CENTER ENVIRONMENT 
The ITD Infrastructure division is responsible for supporting an IBM mainframe, VMware ESX virtual 
infrastructure environment, Microsoft servers, and a myriad of application specific and hosted 
customer applications and servers. 

The Data Center is staffed by operators in a physically secure facility with UPS power and generator 
backup. Operations staff provides support to the various hosts including mounting/removing tapes, 
scheduling, running jobs, etc.  

Technical Support staff is available 7:30 AM until 5:00 PM, Monday through Friday to assist users with 
problems. Technical Support is also available after hours or on the weekend for certain critical 
applications, on an on-call basis. 

1.2.4 MAJOR COUNTY APPLICATIONS 
The County supports eight (8) categories of major departmental applications. Most departments are 
exclusive to one category while others have a mix of applications from each category. The County’s 
department application categories are: 

1. Custom Mainframe Applications - Mainframe with 3270 emulation, custom developed 
applications supported by ITD. 

2. Custom PC/Mainframe Applications - Custom developed, supported by ITD and/or distributed 
technical staff within Departments. 

3. Custom PC Applications - Custom developed, supported by ITD and/or distributed technical 
staff within Departments. 

4. Custom Browser Based Applications – Custom developed, supported by ITD and/or distributed 
technical staff within Departments. 

5. Custom Mobile Applications – Custom developed, supported by the ITD and/or distributed 
technical staff within Departments. 

6. Custom N-tier Applications - Client/Server (N-tier), custom developed, supported by ITD and/or 
distributed technical staff within Departments. 

7. COTS Applications - Commercial Off-The-Shelf (COTS) applications, N-tier, supported by ITD 
and/or distributed technical staff within Departments. 

8. Lotus Notes Applications—Custom developed applications on the Lotus Notes/Domino 
platform, supported by ITD and/or distributed technical staff within Departments.  
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1.2.5 DATABASES 
Microsoft’s SQL Server and IBM’s DB2 are ITD supported enterprise-level databases. The future 
direction of ITD is towards SQL Server; however, ITD currently supports DB2 databases on multiple 
platforms.  

Microsoft Access 2000 and later databases are used by some county departments for smaller 
applications and for mobile application synchronization, but Access is not supported by ITD. 

Many departments have implemented a variety of other databases (Sybase, Oracle, etc.) but these 
are not supported by ITD. 

1.2.6 DESKTOP COMPUTER SUPPORT (DCS) 
The DCS section of ITD supports a wide variety of industry-standard office automation and 
productivity tools. 

Desktop and portable hardware are standardized on HP/Compaq and Dell products and the supported 
operating systems are Windows 2000, and Windows XP. The County is currently not supporting 
Windows Vista. 

ITD fully supports the Microsoft Office 2000/XP Suite. 

1.2.7 EMAIL AND GROUPWARE 
The County is standardized on a Unix-based IBM Lotus Notes/Domino platform as its e-mail and 
enterprise collaboration tool. The Countywide Intranet is hosted on Lotus Domino, including the 
Intranet E-mail portal. The County Internet is hosted on the Content Management System provided by 
Active Networks using IIS and SQL Server. 

County employees primarily use the e-mail component of Lotus Notes along with some calendaring 
and e-Forms features. A limited number of custom Notes/Domino applications have been developed. 
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2 LOCAL VENDOR PREFERENCE 
The County of San Luis Obispo has established a local vendor preference. All informal and formal 
proposals for contracts will be evaluated with a 5% preference for local vendors except when State 
Law or other law or regulation precludes use of a local preference. 

A "local" vendor will be approved as such when: 

1. It conducts business in an office with a physical location within the County of San Luis Obispo; 

2. It holds a valid business license issued by the County of San Luis Obispo or a city within the 
County of San Luis Obispo; and 

3. Business has been conducted in such a manner for not less than six (6) months prior to being 
able to receive the preference. 

As of March 3, 1994 individual County Buyers evaluate Proposals considering the local vendor 
preference described above. The burden of proof will lie with Vendors relative to verification of "local" 
vendor preference. Should any questions arise, please contact Phill Haley, Buyer, at (805) 781-5904. 
All prospective Vendors are encouraged to quote the lowest prices at which they are willing to furnish 
the items or services listed in County Request for Proposal. 

All Vendors shall include in their proposal a completed and signed Local Preference Questionnaire 
found in Section 12.4 below. 
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3 GENERAL INSTRUCTIONS 
Vendors should read carefully the information contained herein and submit a complete response to all 
requirements and questions as directed. Any questions concerning the content of the proposal should 
be sent via email to phenry@co.slo.ca.us with the flag of “PROPERTY TAX PROJECT” in the Subject 
Line of the message. 

Vendor’s responses to this Request for Proposal (RFP) will become part of the Agreement. Price 
quotations and other time dependent information contained in the response shall remain firm for a 
minimum of one-hundred and eighty days (180) from the date the proposal response is received. 

All costs associated with the development of the Vendor’s proposal, Vendor presentations and/or 
demonstrations, travel, or any other costs or expenses incurred prior to awarding a contract are at the 
expense of the proposing Vendor and will not be reimbursed by the County. 

The proposal should be prepared simply and economically, providing a straightforward, concise 
description of Vendor’s ability to meet the requirements of the RFP, including the time commitment 
and expected cost details for the project. Emphasis will be on completeness, clarity of content, 
responsiveness to the requirements, and an understanding of San Luis Obispo County’s needs as 
presented in this RFP (see Section 6, Vendor Selection Process). Vendor’s proposals should contain 
only information that directly responds to the proposal. 

Proposals should expressly state the offer, including a work plan, budget, key staff qualifications, and 
a project timeline which the Vendor proposes using to meeting the objectives described in Section 11 
of this RFP. Proposals will remain in effect through the duration of the contract. In addition, all 
information presented in your proposal will be considered binding when a contract is developed 
(unless otherwise modified and agreed to by the County during subsequent negotiations). 

The required written and electronic copies of the proposal must be submitted via mail, recognized 
carrier, or hand delivered. Facsimile (“FAX”) proposals or E-mail proposals are not acceptable as a 
replacement for delivering the required printed copies in response to this Request for Proposal. 

BEFORE BEGINNING ANY WORK OR SUBMITTING A PROPOSAL IT IS ADVISED THAT 
VENDORS READ THE COUNTY INSURANCE REQUIREMENTS OUTLINED IN THE ATTACHED 
SAMPLE CONTRACT. The selected Vendor will be asked to provide evidence that County insurance 
requirements have been met. See Appendix A – Sample County Contract. 

RFP responses and supporting documentation will become the property of San Luis Obispo County 
and will not be returned. San Luis Obispo County reserves the right to copy the materials for 
evaluation purposes.  
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The County reserves the right to reject any and all proposals if it determines that those proposals are 
not responsive to the RFP, or if the proposals themselves are judged not to be in the best interests of 
the County. The County reserves the right to negotiate with any or all Vendors regarding their 
proposals, and also reserves the right to select the firm representing their proposal, which in the 
judgment of the County, best accomplishes the desired results. The County reserves the right to 
reconsider any proposal submitted at any phase of the procurement. It also reserves the right to meet 
with firms at any time to gather additional information. Furthermore, the County reserves the right to 
delete or add terms up until the final contract signing, and will consider all costs and business terms to 
be negotiable and not artificially constrained by internal corporate policies. 

San Luis Obispo County is under no obligation to award this project to the proposal that represents 
the lowest cost. Selection of a proposal will be based on the selection criteria described in Section 6 
Vendor Selection Process. The County may also reject all proposals. 

Under the provisions of the California Public Records Act (the “Act”), Government Code section 6252 
et seq., all “public records” (as defined in the Act) of a local agency, such as the County, must be 
available for inspection and copying upon the request of any person. Under the Act, the County may 
be obligated to provide a copy of any and all responses to this RFP, if such requests are made after 
the contract is awarded. One exception to this required disclosure is information which fits within the 
definition of a confidential trade secret [Government Code section 6254(k)]. If any Vendor believes 
that information contained in its response to this RFP should be protected as a “trade secret”, the 
Vendor must mark the top of each sheet of each page containing such information substantially similar 
to the following “TRADE SECRET – DO NOT DISCLOSE.” If there is any dispute, lawsuit, claim, or 
demand as to whether such information is a “Trade Secret”, the Vendor shall defend and indemnify 
the County arising out of such dispute, lawsuit, claim or demand. 
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4 TENTATIVE SCHEDULE OF EVENTS 
The following timetable is provided to assist vendors: 

Table 1 — Tentative Schedule of Events 

Date Event 

August 22, 2007 RFP Release Date 

September 5, 2007 Pre-Proposal Conference (2:30pm PDT) 

September 12, 2007 E-mail Q&A window closes 5.00pm PDT (no more questions) 

September 21, 2007 Proposals Due 4:00pm PDT 

November 5, 2007 Screening Process Complete 

Nov 30 – Dec 10, 2007 Vendor Presentations (Finalists only)* 

December 17, 2007 Screening Process Complete including reference checks 

December 18, 2007 Finalist recommendation approved by Steering Committee 

Dec 19 ’07 – Jan 2, 2008 Notify finalist and schedule negotiation meetings 

Jan 3 – Jan 31, 2008 Negotiate and finalize contract 

Feb 1 – Feb 14, 2008 Obtain Board of Supervisors Approval and award contract 

 

*Note: Vendor presentations are an integral part of the selection process. Firms that cannot 
demonstrate their solution for the required system during the dates prescribed by the County may be 
eliminated at the discretion of the County and other participants advanced. Scripts will be distributed 
to firms that have been selected for presentations approximately two weeks in advance of the 
presentations. 
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5 PRE-PROPOSAL CONFERENCE CALL 
An optional pre-proposal phone conference will be held at 2:30pm (PDT) on Wednesday September 
5, 2007. Interested parties may participate by calling 805-781-1525. When the voice mail greeting 
comes on, press “9” to enter the conference. When you are prompted for a password, enter ‘1525’. 

The primary purpose of this conference is to provide background on the County’s current environment 
and specific needs as well as to provide participating firms with the opportunity to ask questions 
related to the RFP. The County’s project team will facilitate an informal discussion to assist 
participating firms in assessing the needs of the County, as well as to provide insight into the County’s 
project scope. The County will also use this time to provide participating firms with any additional 
information relevant to the RFP. Participation at the pre-proposal conference is not required, but is 
strongly encouraged. It is the responsibility of individual Vendors to become familiar with all 
information necessary to prepare a proposal. 

Please note that the Pre-Proposal Conference call will be recorded. The County will prepare questions 
and answers of the conference which will be posted on the County’s web site within seven business 
days of the pre-proposal conference at: 

http://www.slocounty.ca.gov/itd/PropertyTaxRequirements.htm  
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6 VENDOR SELECTION PROCESS 
The County will evaluate proposals using the process and criteria described below. A summary of the 
evaluation process timeline is shown in Table 1 — Tentative Schedule of Events. Proposals that are late, 
that do not comply with proposal instructions or those that take exceptions to mandatory requirements 
will be eliminated without further consideration. 

Proposals from Vendors who are on a State or Federal Barment list will not be considered. 

All other proposals conforming to RFP submittal requirements will be given a thorough and objective 
review based on the following criteria (not listed in order of importance): 

Table 2 — Vendor Evaluation Criteria 

Item Description 

1.  Overall responsiveness, quality, attention to detail, and general understanding of RFP 
requirements. 

2.  Ability to provide credible and demonstrable evidence in understanding the project scope and 
ability to achieve the Project Goals and Success Criteria. 

3.  Demonstrated knowledge of, and Vendor’s experience with, the 3 primary Property Tax business 
areas (Assessor, Auditor-Controller and Treasurer/Tax Collector). 

4.  References showing demonstrated success with work similar to that outlined in this RFP. 

5.  Amount, type, and scale of work with local, state or federal government systems. 

6.  Project/program management and facilitation skills, methodology and experience. 

7.  Business process analysis and requirements definition skills, methodology and experience. 

8.  Information Technology skills and capability. 

9.  Suitability of proposed project staff, e.g. credentials, résumés, quality and sufficient numbers. 

10.  Ability to provide sufficient relevantly skilled resources throughout the project. 

11.  Leveraging Vendor corporate experience based on previous relevant project and initiatives. 

12.  Local Vendor Preference Questionnaire response. 

13.  An evaluation of company background – the County may request further information regarding the 
financial stability of the Vendor. 

14.  A consideration of the value offered in the proposal including overall cost. 

15.  Assessment of impact to the project based on any Vendor stated clarifications, exceptions or 
deviations in response to this RFP. 
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Item Description 

16.  Innovation and creativity regarding suggestions on best methods to facilitate the project making 
efficient use of County internal expertise, risk avoidance, and maximizing project success. 

17.  An assessment of the Vendor’s proposed project plan and timeline needed to complete the 
Requirements Gathering portion of the project. 

18.  An evaluation of the completed responses as detailed in Section 12. 

19.  An evaluation of scripted presentations (finalist candidates only). 

20.  Any other criteria the County deems to be appropriate. 

6.1 EVALUATION AND VENDOR NOTIFICATION 
Throughout the process, all Vendors will be notified simultaneously in writing regarding their status 
during each of the evaluation and selection stages. The County is under no obligation to explain why a 
Vendor was or was not selected as a finalist and the County reserves the right to go back and talk with 
any Vendor at any time. 

The County, through an impartial process conducted by a selection committee, will thoroughly review 
and evaluate the responses to this RFP. The evaluations will be based upon, but not necessarily 
limited to, the criteria summarized in Table 2 — Vendor Evaluation Criteria. It is expected that the RFP 
evaluation process will result in the selection of a small number of final candidates. At this stage, all 
Vendors will be notified whether they were successful or not in achieving the final short-list. 

Short-listed candidates will be required to attend meetings with County personnel for further 
assessment. The meetings will consist of formal presentations by the Vendor and a Vendor-led 
workshop that will be used to assess the Vendor’s facilitation approach and skills. The topics and 
format of these meetings will be provided to finalists. Failure to attend or comply with the presentation 
schedule, once arranged, may result in disqualification of the Vendor. 

Following the vendor presentations, the selection committee will undergo a final evaluation process 
and will recommend a Vendor to the project Steering Committee. Upon ratification, the project team 
will notify the finalists as to the outcome. 

6.2   NEGOTIATIONS 
Upon the conclusion of the finalist process, the County may, at its sole option, reject any and all 
proposals for any reason, or enter into contract negotiations with the selected finalist. 
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Negotiations shall then be conducted with the selected Vendor. Price shall be considered, but need 
not be the sole determining factor. Should the County determine in its sole discretion that one Vendor 
is highly qualified, or that one Vendor is clearly more highly qualified than the others under 
consideration, a contract may be negotiated and awarded to that Vendor without any further 
evaluation. The County of San Luis Obispo is not required to furnish a statement of the reason(s) why 
a proposal was not deemed to be the most advantageous. The sample contract attached to this RFP 
as Appendix A is for reference to the anticipated terms and conditions governing the County and the 
successful Vendor. The County reserves the right, in its sole discretion, to add, delete or negotiate 
additional terms and conditions to the attached sample contract. 

During contract negotiations, the project team and selected vendor, in conjunction with County 
Purchasing and County Counsel, will finalize the Statement of Work, project plan and timeline, project 
costs, Terms and Conditions, etc. Upon successful completion of contract negotiations the Contract 
will be signed by all parties and will then be submitted to the County Board of Supervisors for final 
approval. 

During the course of the project, the Vendor may be exposed to sensitive or confidential information 
regarding residents of the County of San Luis Obispo. Accordingly, Vendor and its employees may be 
subject to a background check and may be required to sign a confidentiality agreement, either prior to 
or concurrently with entering into a contract with County. 

 

 

 



 

REQUEST FOR PROPOSAL 
PS - #965 

Integrated Property Tax 
Management System 

(Requirements Gathering) 

 

 
 
County of San Luis Obispo  August 22, 2007 

Page 19 of 85 
Final V1.0  

 

7 EXCEPTIONS TO THE RFP 
All requested information in this RFP must be supplied. All exceptions should be clearly identified in 
the proposal. Exceptions to the RFP section and written explanations shall include the scope of the 
exceptions, the ramifications of the exceptions for the County, and the description of the advantages 
and disadvantages to the County as a result of the exceptions. The County, at its sole discretion, may 
reject exceptions within the proposal. 
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8 PROJECT BACKGROUND  
The County of San Luis Obispo Property Tax replacement project began several years ago as a result 
of several events. 

In 2002, the County conducted a review of its systems and operating practices and, as an outcome of 
that review, defined a number of initiatives and goals in its Information Technology Strategic Plan 
(ITSP).  Two of the goals identified were: 

• The development of a migration plan of applications away from the IBM mainframe computer to 
client/server platforms. Subsequent investigation determined an initial target completion date of 
2011 – the Property Tax System is one of the major mainframe-based applications. 

• The replacement of the Property Tax System. 

It was also increasingly evident that the existing mainframe-based Property Tax system was becoming 
extremely difficult to maintain and modify. Making even minor changes required a large amount of 
analysis and programming effort due to the monolithic and non-modular construction of the program 
code and its associated data tables, etc. 

As a result, planning was started to replace the current outdated tax assessment, collection and 
distribution system with a modern system that would be capable of utilizing current data base query 
tools for reporting and analytical purposes, converting/migrating data from the existing mainframe 
environment, and implementing data exchange interfaces with appropriate County systems including 
the SAP-based Enterprise Financial System (EFS). 

A number of vendors have come forward suggesting that they have an integrated property tax solution 
that would meet the needs of the Assessor, Treasurer-Tax Collector, and Auditor-Controller. 

However, before evaluating the validity of these vendors’ claims, or pursuing any other procurement 
and/or development effort, the County must have a clear understanding of its business, operational 
and functional requirements for a replacement system. 

8.1 PROJECT SPONSORS AND STAKEHOLDERS 
This project is jointly sponsored by the 3 elected officials managing the departments that are involved 
in the end-to-end Property Tax process – the Assessor, Auditor-Controller, and the Treasurer-Tax 
Collector. 

The project is also sponsored by the County Administrative Office and by ITD. The ITD Project 
Management Office (PMO) has provided a project manager who is leading the project on behalf of the 
above business areas. 
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8.2 HIGH LEVEL BUSINESS GOALS 
The main goal of the Property Tax system replacement project is to improve the efficiency and quality 
of work that supports assessment and collection of property taxes. 

8.2.1 SNAPSHOT OF IMPROVEMENT AREAS 
When considering the need for a replacement Property Tax system, the core project team identified a 
number of areas where the County is seeking to improve existing system functionality. The following 
list is a partial snapshot. It is neither comprehensive nor complete, but is provided as insight for the 
type of changes being considered: 

• Improve roll correction functionality. 

• Add functionality to support supplemental revision processes. 

• Improve revised secured bill audit trail and handling continuity of parcel history. 

• Improve handling of secured bill changes. 

• Improve handling of State utility parcels. 

• Add integrated workflow and status tracking of work in progress. 

• Improve ease to automate manual processes based on outcome of process/workflow changes. 

• Add electronic load capability to minimize re-keying for batch or on-line information. 

• Add ability to store and associate new construction and other attributes in valuation process. 

• Add GIS interface and integrate with other County GIS platforms and processes. 

• Provide ad-hoc queries and reporting including data access and extract. 

• Provide system architecture that allows “soft-coded” data tables for easier system updates. 

• Improve public interface, functionality and ease of use. 

• Improve the ability to update and maintain the data dictionary. 

• Improve ability to update and maintain on-line support and help files. 

• Provide consistent system navigation and data layout. 

• Improve integration and data interfaces/interchanges between (3) departmental systems and other 
external systems. 

• Provide modular software architecture to improve ability to maintain and reduce costs to update. 
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8.2.2 DESIRED STATE 
The project team and sponsors recognize the need to examine and, to the extent necessary, re-
design and/or re-engineer departmental business processes. The refined processes in conjunction 
with the replacement Property Tax system would: 

• Improve integration of processes throughout the three departments. 

• Improve efficiency and quality. 

• Improve effectiveness in property tax administration. 

• Meet all property assessment legal mandates. 

• Improve access to property tax information. 

• Improve public service. 

• Provide a modular and scaleable system that is easy to expand in terms of updated or new 
functionality, expanding user-base, etc. 

• Provide a system that is “user configurable” to allow maintenance, updates, and changes based 
on new legislation, business rules, process changes, etc., by setting values in user-maintained 
tables. 

• Achieve seamless integration of new technology applications. 

• Provide a system with a “modern” and consistent user-interface designed to harmonize “look and 
feel” among various modules across the system in order to improve efficiency and quality and to 
reduce training requirements. 
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9 PROPERTY TAX OVERVIEW 
California schools, counties, cities and special districts depend on property tax as a primary source of 
revenue. 

Property tax raised $332 million for local governments within the boundaries of San Luis Obispo 
County during fiscal year 2005-06 and is expected to generate $371 million for fiscal year 2006-07 
based on the current taxable values. 

9.1 ROLE OF THE ASSESSOR 
The primary responsibility of the Assessor is to discover, describe, track, value and assess all taxable 
property so that each owner is assured of paying the proper amount of property tax for the support of 
local governments and schools. The main categories of taxable property include real property, 
business personal property, vessels and aircraft. The Secured Assessment Roll is comprised of real 
property which is defined as land, mines, minerals, timber and improvements such as buildings, 
structures, crops, trees and vines. Business personal property (items such as machinery, equipment, 
office tools and supplies), vessels and aircraft are included on the Unsecured Assessment Roll. State 
Constitution and legal mandates provide several full or partial exclusions/exemptions (such as 
homeowner, disabled veterans and welfare exemptions) that are processed by the Assessor’s office 
and reduce the assessed value for qualifying taxpayers. An assessment appeals process allows 
taxpayers to dispute values through an Assessment Appeals Board that is independent of the 
Assessor’s office. 

Assessed value is determined and enrolled to the owner as of January 1, which is the tax lien date. As 
an example, changes in ownership and new construction during the prior calendar year 2005 are 
valued and become a lien against the property as of January 1, 2006. A maximum 2% inflation factor 
is applied along with exemptions and other appraisable events. The countywide adjusted gross value 
for the Secured, Unsecured, and Utility Assessment Rolls of $37.4 billion as of January 1, 2006 is then 
taxed for the fiscal year July 1, 2006 to June 30, 2007. A Utility roll contains properties, such as 
railroads and utilities, whose value is determined by the State Board of Equalization (SBE), not the 
Assessor. 

A Supplemental assessment roll places valuation changes into immediate effect on the date of 
transfer or a new construction completion date rather than waiting for the next lien date resulting in the 
levying of tax for a portion of the current fiscal year. 

9.2 ROLE OF THE AUDITOR-CONTROLLER 
Once the assessed valuation is determined and enrolled by the Assessor it is delivered to the Auditor-
Controller on or before July 1. The tax roll is then prepared by the Auditor-Controller by multiplying the 
value of each parcel by the 1% tax rate plus the amount necessary to make annual payments on 
bonds or other indebtedness approved by the voters to finance local facilities. The majority of 
outstanding bonds in the County are for school facilities. 
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In addition, numerous fixed charges approved by voters or permitted by legislation are added to the 
tax roll (examples include sewer, flood control and street lighting). The total calculated liability for each 
parcel is passed onto the Tax Collector by September 30. 

After collecting the property taxes (see below), the Tax Collector forwards them to the Auditor-
Controller for apportionment and distribution to all eligible jurisdictions within the County. The law 
requires the Auditor-Controller to allocate the revenue in accordance with specified formulas and 
procedures. 

AB8 (Assembly Bill 8 of 1979-80), with many subsequent amendments, governs the complicated tax 
allocation process. Each taxing jurisdiction (entity) was assigned a base amount of property tax 
determined by 1978-79 revenue. Each year the entity is then allocated an amount equal to the total 
received in the previous year plus a percentage of tax growth within the geographic tax area served by 
the entity. The law also provides for transfers of property tax revenue when boundary changes or 
transfer of service responsibilities occur and are referred to as jurisdictional changes. 

Adding to the complex tax allocation process, legislation (SB1096) was enacted in fiscal year 2004-05 
that permanently swaps Motor Vehicle License Fee revenue for Property Taxes (the "MVLF Swap") 
and temporarily exchanges Sales Tax Revenues ("Triple Flip") for Property Taxes of the cities and 
county only. The Triple Flip expires when the State Deficit Bonds are retired in approximately 3-10 
years. The legislation specifies that the property tax revenues necessary for the MVLF Swap and 
Triple Flip are to be taken from the County ERAF Fund. For fiscal year 2006-07 the total MVLF Swap 
was $34.5 million and the Triple Flip was $11.6 million of additional property taxes for cities and the 
county and a decrease of $46 million of property tax revenue allocated to the County Education 
Revenue Augmentation Fund (ERAF) for schools. 

9.3 ROLE OF THE TREASURER-TAX COLLECTOR 
The Tax Collector mails annual secured tax statements (bills) by November 1. The bill can be paid in 
two installments due November 1 and delinquent after December 10 and due February 1 and 
delinquent after April 10. (Note that payment due dates are well into the fiscal year July to June, when 
they become due). Supplemental tax may be billed when there is a change in ownership or when new 
construction is complete. 

Penalties for late payments are significant at 10% for the first installment delinquency, 10% plus $10 
for the second installment delinquency and an additional 1.5% per month beginning the following July 
1. After 5 years of taxes being delinquent property can be sold at a tax sale to pay the tax. In San Luis 
Obispo County, delinquency rates are some of the lowest in the state. 
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10 PROPERTY TAX BUSINESS FUNCTIONS (PROCESSES) 
This section gives an overview of the business functions of each County department that is involved in 
the property tax process. This overview is not comprehensive – it is included in this RFP as 
information to give prospective Vendors an opportunity to understand some of the complexity of the 
Property tax processes and for Vendors to assess the required breadth and depth of knowledge and 
personnel they will need to supply for the Project. 

The following two figures give a graphical overview of the property tax roles and high level business 
functions (process): 

 

Figure 2 – Overview of Property Tax Roles 
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Figure 3 – Overview of Property Tax Processes 
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10.1 ASSESSOR PROCESSES 
The following section gives a high level overview of the Assessor’s office business functions and 
processes. 

10.1.1 CHANGE OF OWNERSHIP 
The County Clerk/Recorder images recorded documents (deeds) and makes them available to the 
Assessor’s office through existing COTS packages (Exigent and IBM Content Manager workflow). The 
Assessment Service’s Property Transfer Section analyzes the imaged deeds to match the document’s 
legal description and assessor’s parcel number (APN) with the abbreviated legal description and 
assessor’s parcel number (APN) in our Property Data System to determine which property is being 
transferred. This process is known as parceling. Problem documents, those with difficult and complex 
legal descriptions, or those causing boundary changes are forwarded to the Mapping Section for 
processing. Paper copies of Preliminary Change of Ownership Reports (PCOR's) are received from 
the County Clerk/Recorder and along with Change in Ownership Statements (COS) are imaged and 
matched to the deeds. The parceled documents are moved in electronic workflow to the appropriate 
Property Transfer Technician. The information in the deed is used to update the property database 
and ownership history file. Depending upon the type of transfer that occurs, a transfer trigger (work 
item) is placed in the Property System on the identified APN. 

There are many types of transfers. The most common transfers are current year, 100% interest 
transfers. Other transfers are partial interest (fractional) transfers where the percentage of the full 
market value transferred is added to the assessed value of the percentage of interest retained. Other 
examples are prior year transfers, transfers of leases thirty-five years or more, corporate transfers and 
transfers to or from government entities. Not all transfers cause a reappraisable event. 

Triggers that are reappraisable changes of ownership are revalued by the appraisers. The appraisal 
staff monitors the completed and non-completed transfers throughout the year to ensure the valuation 
of all appraisable transfers. Valuation of property is achieved by using rules and guidelines provided 
by the State Board of Equalization and generally accepted appraisal practices. The Assessment 
Evaluation Services (AES) and the Attribute Inventory (AIR) are external applications that interface 
with the Property Data System. These applications are utilized by appraisal staff to assist them in the 
valuation of property. 

10.1.2 PARCEL MAINTENANCE  
Parcel Change is the process of changing Assessor parcel boundaries along with its Assessor Parcel 
Number (APN). The Automation/GIS’s Mapping Section analyzes all potential boundary changes. 
Boundary changes are made on the Assessor’s maps and new APN’s are assigned. Items that can 
cause a parcel change are recorded documents, Tract and Parcel Maps, or owner request. Parcels 
can be combined, cut, cut and combined, inactivated or created. The Mapping Section creates an 
instruction sheet that shows in detail how the new parcels are derived from the old. The instruction 
sheet and map copies are compiled as a physical cut package and forwarded the Property Transfer 
Section. An electronic cut package is also formulated in workflow that includes all of the related 
documents that have been identified with the new APN’s.  
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The Property Transfer Section makes the changes in the Property Data System according to the 
instructions and enters the appropriate triggers. The cut package is sent to the Appraisal Support 
Section where paper property record files are created. Documents in old parcel records may be 
discarded, transferred to, or duplicated for new parcel(s). 

Assessed value and parcel attribute changes are made in conjunction with parcel changes. Existing 
values on parcels being inactivated are reallocated to newly created parcels based on a comparison 
of the old and new parcel attributes Data for new parcels is entered into the Property Data System and 
Attribute Inventory System. Historical values for the new and old parcels are maintained through 
cross-references between the new and old parcels. 

TRA’s (Tax Rate Area) are numeric identifiers assigned to a geographic area based on special 
districts. They are created by the State Board of Equalization in conjunction with the Assessor, 
Auditor, and Local Agency Formation Commission (LAFCO).The Mapping Section identifies all parcels 
located within specific TRA’s and assigns that TRA to the parcel so the Auditor can properly disburse 
funds to each district. TRA changes can, but not always require the renumbering of Assessor’s 
parcels. 

10.1.3 VALUE ALLOCATION 
Value Allocation is the apportionment of an assessed value to recognized portions of the property. 
There are a number of types of value allocations. Bond estimates, separate assessments and official 
prorates are typical of the prorations and segregations performed by the Assessor’s office. 

Bond estimates are value estimates for tax bond purposes to cover supplemental and regular roll 
taxes, which are a lien on the property, but which are not yet payable. The Assessor’s office must 
provide the estimated new values, the current values, and the differences for any estimated 
supplemental assessments. These are prepared in conjunction with tentative subdivision maps prior to 
recording. 

Separate Assessments are improvements assessed separately from the land on which they rest. The 
owner of either the land or improvements may request the separate assessment. The Assessor 
appraises a separate assessment as if the land and improvements are an economic package, and 
then extracts the portion allocated to the improvements. The allocated values for improvements are 
enrolled on a separate assessment number. 

Segregated values can be applied for through the Tax Collector. This allows for the calculation of 
separate value for the current roll year for the purpose of paying property taxes. This is generally done 
if a parcel change occurred for the working roll. The Assessor identifies the parcel being segregated 
and estimates the value on the segregated portions. In any case where a portion of the property is 
removed from the working roll, a temporary assessment number is assigned to account for the 
removed value. 
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10.1.4 NEW CONSTRUCTION 
New construction is valued for property assessment purposes. Notification of the presence of new 
construction is most frequently acquired from building permit information in both hard copy and 
electronic submittal from the County and incorporated cities. Depending upon the type of permit that is 
received, a permit trigger (work item) is placed in the Property Data System on the identified APN. The 
Residential Property’s Valuation Section receives and analyzes the permit triggers to determine 
whether they are reappraisable or non-reappraisable.  

New construction is valued on the lien date (if construction is partially complete) and upon completion. 
A new construction value can be either positive (something new is being constructed) or negative 
(something is being removed or demolished). The Cost, Market, and/or Income Approaches can all be 
utilized in determining the valuation of new construction.  

Although the valuation of new construction typically follows an appraiser’s field visit to the property, 
some new construction valuation is based solely upon information provided by the taxpayer on forms 
generated and sent as a part of current permit processing 

10.1.5 RESTRICTED USE VALUATION 
Mills Act Contracts – Preservation incentive historical property contracts, known as Mills Act 
Contracts, provide property tax reductions to owners of qualified historical properties when the owners 
agree to comply with certain property restrictions. The Assessor must use the income approach to 
value properties with a Mills Act Contract to annually establish the property value to reflect the actual 
use of the property.  

Williamson Act – The California Land Conservation Act, also known as the Williamson Act or 
agricultural preserves enables local governments and landowners to enter into contracts that restrict 
the use of land to open space and agricultural purposes. A value reduction is granted using the 
income approach and an SBE factor. The Williamson Act allows local governments to assess 
contracted land based upon the income-producing value of the land. The annual run of the OSC Roll 
calculates the restricted property values for all properties under Williamson Act Contract and Open 
Space Easements. These values go to the secured roll and become a part of the property’s taxable 
value. 

Subsidized Housing – This term generally refers to the valuation and processing of single family 
residence transfers of property, which is subsidized by a local agency with restriction agreements not 
generally covered by the Revenue and Taxation (R&T) Code. These transfers are generally at below 
market levels and carry specific restrictions placed on buyers for a prescribed time period. Other types 
of property (especially apartments) may also have subsidy issues. 

10.1.6 TAXABLE PUBLIC PROPERTY 
A Section 11 parcel is real property that is owned by a tax-exempt governmental agency outside of the 
boundaries of its jurisdiction (according to the provisions of R&T Code Section 11). These properties 
are identified and tracked by the Property Transfer Section for special valuation consideration. 
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A Possessory Interest (PI) is a private use of a publicly owned (non-fee) property. The office becomes 
aware of a possible PI through many sources of information. For each possible PI, the office must 
investigate whether the private use meets the criteria for accessibility.  

Once a PI is discovered it is assigned an assessment number that is linked to the fee parcel number. 
There can be multiple users of a single publicly owned parcel, so there can be multiple assessment 
numbers for that parcel. The PI assessment is valued much like any other assessable parcel limited 
by the terms of lease or possession. For many PI appraisals, spreadsheets have been created and 
are maintained by appraisal staff in the Valuation Section. PI parcel valuation records exist for each 
private use of the publicly owned parcel, separate from the parcel record for the publicly owned parcel. 

10.1.7 BUSINESS PROPERTY 
Business Property is all assessable property that is not real estate. Business property may be 
identified as personal property, fixtures, aircraft or watercraft. Personal property can be described as 
something easily moved like office equipment. It can include items like apartment furnishings, vending 
machines and leased equipment. Fixtures can be described as something affixed to real property like 
a large printing press weighing several tons. Most personal property assessments result in unsecured 
property tax bills. Some personal property, like fixtures or a business owned by the owner of the real 
property is secured to the fee parcel and processed at roll turnover through the Property Data System. 

The Business and Income Property’s Business Property Section annually reviews and processes all 
filed property statements for current and/or prior year rolls. Mandatory audits are performed every four 
years for taxpayers that own locally assessable personal property with a full cash value of more than 
$399,999 for four consecutive years. Non-mandatory audits may be performed on properties with less 
than $400,000 in cash value by request of the taxpayer or if the Assessor’s office deems it necessary. 
These audit reviews may result in changes to prior and current year roll values. 

The BPS/SDR System is a statewide technical solution consisting of two compatible systems, SDR 
and e-SDR. This is an electronic filing system (e-file) for business owners with small, medium or large 
businesses who are required to file an annual Business Property Statement. An extract from the 
Property Data System of all business assessments is sent to the Orange County Assessor’s Office 
where the assessment information is uploaded to the BPS/SDR System. 

The State Board of Equalization sends Sales and Use Tax Registration (Seller’s Permit) data 
electronically to the Assessor. The Seller’s Permit data is uploaded and reports are generated from 
the information matched to the Property System.  
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10.1.8 EXEMPTIONS  
Numerous provisions of law grant full or partial property tax exemptions to various types of property. 
Statutes define the exemption and necessary qualification requirements. The Assessment Service’s 
Exemptions Section processes all qualifying property tax exemptions including Homeowner’s, 
Veteran’s, Disabled Veteran’s, institutional and public welfare properties such as churches, 
cemeteries, colleges, public schools, free public libraries, free museums, and others. When a full or 
partial exemption is granted, the assessed value is reduced by the amount of the exemption. The 
Exemptions Section reports on approved exemptions, both internally and to the State Board of 
Equalization, in order to audit for multiple claims. 

The County of San Luis Obispo adopted the Low Value Exemption Ordinance in November 2003. 
Qualifying properties may be exempt from taxation where the cost to assess and collect taxes 
exceeds the tax dollars collected. Low Value Exemptions are processed automatically through the 
Property Data System. 

10.1.9 EXCLUSIONS FROM REAPPRAISAL 
Proposition 1 allows for taxpayers to transfer their base year value to a replacement property in 
certain cases when the original property has been environmentally contaminated. The replacement 
property could involve either (1) the repair or reconstruction of a damaged structure on the 
contaminated site or (2) purchase of a different site with a similar structure. The Property Transfer 
Section reviews the application and supporting documents for eligibility. If the property qualifies, the 
Valuation Section enrolls the lesser of the original base year value or the market value.  

Proposition 3 allows for taxpayers to transfer their base year value to a replacement property in 
certain cases when the original property has been acquired by a public agency (eminent domain). The 
Property Transfer Section reviews the application and supporting documents for eligibility. If the 
property qualifies, the Valuation Section enrolls the lesser of the original base year value or the market 
value.  

Proposition 50 allows for taxpayers to transfer their base year value to a replacement property in 
certain cases when the original property has been substantially damaged or destroyed by a qualifying 
disaster. The Valuation Section receives the claim form and determines eligibility. If the property 
qualifies, the Valuation Section determines the assessed value of the replacement property. In certain 
cases, base year values can be transferred between California counties. 

Proposition 58 (The Parent/Child Exclusion) may allow the transfer of a principal place of residence 
between parents and children be excluded from consideration as a change in ownership. The Property 
Transfer Section determines the eligibility, and either processes the required changes to the Property 
Data System, or may refer the item to the Valuation Section for further review. 
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Proposition 60 (The Reappraisal Exclusion for Seniors) provides a one-time opportunity for senior 
citizens 55 years or older to transfer their property’s taxable value when they sell their principal 
residence. The assessment value transfers from the original principal residence to the new one (if of 
equal or lesser value). Both residences must be in San Luis Obispo County. The Property Transfer 
Section verifies the principal place of residence. The Valuation Section determines the value eligibility 
and processes the exclusion where applicable. 

Proposition 110 (The Exclusion for the Permanently Disabled) may allow permanently disabled 
persons a one-time opportunity to sell their existing principal residence and purchase a replacement 
principal residence of equal or lesser value, and transfer the taxable value from their original home to 
the replacement home, subject to certain conditions. It is also possible to exclude from reappraisal 
changes to an existing home for the purpose of making it more accessible to a severely and 
permanently disabled resident. The Property Transfer Section reviews the application and supporting 
documents for eligibility. The Valuation Section determines value eligibility.  

Proposition 177 excludes from reappraisal certain new construction that makes the building more 
accessible to, or useable by a disabled person. The Valuation Section reviews the application to 
determine if the exclusion qualifies.  

The Contractor’s Exclusion (R&T Code 75.12) provides builders of new construction with an 
exclusion from a supplemental assessment. The property must be held for sale and the builder must 
file the necessary claim form with the Assessor prior to, or within 30 days from, the start of 
construction. The Assessment Service’s Technical Services Section reviews, tracks and determines 
the applicant’s eligibility.  

10.1.10 MISFORTUNE OR CALAMITY 
The County of San Luis Obispo adopted a Reassessment of Property Damage and Misfortune or 
Calamity Ordinance under R&T Code 170. The R&T Code provides for the reduced reassessment of 
property that has been damaged or destroyed by a misfortune or calamity, which is defined as a 
natural or manmade catastrophe such as fire, flood, or vandalism. The damage must meet minimum 
value requirements to qualify for a reduction. The amount of the reduction is determined via 
documented procedures. 

The Assessor is notified of a misfortune or calamity situation from a variety of sources, including 
taxpayers, newspaper reports, other agencies and field reports from appraisers. The Assessor retains 
records for all processed claims. Reporting of this information is categorized by disaster both for the 
purposes of managing work assignments and for recovery of Assessor’s expenses from FEMA or 
other government programs. 

Parcels granted this value reduction are reviewed periodically by an appraiser to document progress 
on restoration, reconstruction or repair. If partial repair has occurred on a lien date, the partially 
completed repair value is added to the roll value. When the repair is completed, the factored base 
year value is restored, reflecting the completion date. Additional value may be enrolled when the size 
or quality of the repairs exceeds that of the original improvements.  
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10.1.11 PROPOSITION 8 (DECLINE IN VALUE) 
A common review is the decline in market value (Proposition 8) review. Under the provisions of 
Proposition 8, taxpayers may request a review any time they feel that the assessed value of their 
property exceeds the full market value. If warranted, a temporary reduction in assessed value is 
granted for the year filed. Proposition 8 reductions are reviewed each subsequent year until the full 
market value exceeds the trended base year value, at which time the trended base year values are 
reestablished as assessed value and annual reviews are discontinued. 

10.1.12 ASSESSMENT REVIEWS  
Assessment reviews can be requested internally by office staff. Reviews can also be requested by 
taxpayers through a variety of sources. Reviews may be value or non-value related. Each review 
requires an investigation and a possible reappraisal. In many cases a value or data change may be 
required. A written response to the review request is often required and internal documentation is 
always necessary. Although both the calculation and issuance of tax bills and refunds are outside the 
jurisdiction of the Assessor, the Assessor’s office often answers inquiries regarding these issues. 

10.1.13 ASSESSMENT APPEALS 
The California Revenue and Taxation (R&T) Code provides a means for taxpayers to appeal their 
property assessments. The Assessment Appeals Board (AAB) takes applications and schedules 
hearings for valid appeals. The appeal is heard by a three-member board. The AAB notifies the 
Assessor and applicant of the validity of the application, and the time and date of the hearing. 

Pending cases are often withdrawn, either by written notification by the applicant, or through the 
stipulation process. Stipulations are used to preclude the need to go forward with a hearing, as the 
issue is resolved in advance. 

Appeals cases can be about assessed value or change of ownership issues. In anticipation of a 
hearing regarding value, the Assessor prepares an appraisal based on any or all of the three 
approaches to value. Ownership appeals cases are typically prepared and presented by the Property 
Transfer Section. 

At the hearing, both the Assessor and the applicant present data to support their opinions of value. 
The AAB will reach a conclusion that is higher, lower, or the same as the existing roll value. Once the 
ABB finalizes its decision, if the value is changed, the Assessor enrolls the new value. If there is a 
change regarding an ownership issue, the Property Transfer Section processes the change. 

10.1.14 ROLL PREPARATION AND MAINTENANCE 
The office of the Assessor is responsible for over 175,000 active assessments in San Luis Obispo 
County. The Assessor’s Automation Section, along with other Assessor divisions and ITD, through a 
variety of systems maintained on the county mainframe and PCs, prepares the Assessment rolls and 
maintains information to support the Assessor’s purpose.  
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Roll corrections for both secured and unsecured assessments can result from many sources or events 
such as errors or omissions, escaped assessments, mandatory and non-mandatory audits, 
Proposition 8 declines in values, unrecorded documents, and Assessment Appeal Board findings. 
These value corrections along with proper notification requirements are processed and completed in 
our Administrative Service Division’s Appraisal Support Section. 

Annually mass updates are completed on Time Share and Manufactured Housing properties, and 
properties that are under Proposition 8 as described in Section 10.1.11.  

The Request Tracking System automatically generates labels, letters and follow-up letters for 
numerous mailings sent out by the Assessor’s Office. These items are produced on a daily and weekly 
basis.   

There are over 75 batch processes and over 25 on-line processes that update files and generate 
reports. Criteria can be entered into the Property Data System by Assessor’s staff to run processes 
and produce reports. 

Several processes are available to Assessor’s staff to request extracts of data for information that is 
sold to the public, notifications and letters that are mailed to property owners, extracts used to update 
the Assessor’s website, and extracts sent to the State Board of Equalization and other outside 
agencies. A mailing tracking system assists in the tracking of large mailings. 

10.1.15 ROLL MANAGEMENT AND TURNOVER 
Roll management is the essential function of the property system that is maintained in a Master 
Control file. It controls all major aspects of the Secured, Unsecured, and Supplemental rolls. It controls 
daily, weekly and monthly processes and requests. It maintains and validates all factors, codes, dates, 
tables, lock functions, and security settings. It produces and transmits the Assessment Roll turnover, 
notices and reports. 

10.1.16 PUBLIC SERVICE 
The Assessor’s office must make available to the public, assessment roll information, assessment 
revisions, sales listing, and Assessor’s parcel maps. The public is served at five primary contact points 
which are the office website, email, mail, telephones and public counter.  

The Assessor’s website serves map images, roll information and property attributes that are available 
through an APN link. Informational brochures about the various business functions of the office are 
available as are downloadable forms. An email link and contact information is also available.  

All of the information that is available on the website is also available at the public counter. 
Additionally, the Property Data System, aerial photos and historic maps can also be accessed. Staff is 
available for assistance at the Public Counter but it is designed to be a self service area requiring our 
systems to be very user friendly.  

Telephones are supported by the property system with property inquiry screens or other support 
systems to give public questions prompt responses. 
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Some specific office mail is managed and tracked in the property system using bar codes for both 
incoming and outgoing mailings. 

10.1.17 SBE AUDITS  
The State Board of Equalization periodically audits the performance of Assessors’ offices. The audit 
begins with a review of approximately 300 parcels selected at random according to SBE parameters. 
The parcels audited represent all aspects of the assessment roll. Various types of functions and all 
types of both real and personal property are reviewed.  

Upon receipt of the selected parcel list, the office gathers all parcel documentation and provides SBE 
staff access to other information relevant to the various functions. SBE staff then compares actions 
they deem appropriate to the actions taken by the office. 

Important to this process is identification of what documentation was available to staff when they were 
making decisions. The SBE auditors may also interview staff or review published procedures to 
identify established practices for various types of activities. The Assessor is given an opportunity to 
rebut any preliminary findings. At the conclusion of the process, the SBE publishes an Appraisal 
Practices Survey that contains the findings of the audit and formalizes any recommendations for 
change. 

10.2 AUDITOR-CONTROLLER PROCESSES 
The Property Tax division of the Auditor-Controller’s office handles a variety of property tax related 
issues for the County of San Luis Obispo. The division has a cyclical process, generally beginning in 
April and concluding 16 months later in August. The process includes the following major duties. 

10.2.1 TAX RATE AREA (TRA)/DISTRICT RELATIONSHIPS 
Maintains tax rate area controls in conjunction with revenue and debt rate district boundary 
relationships as submitted by the State Board of Equalization (SBE). Also maintains and modifies as 
required TRA allocation percentages by jurisdiction. This is the foundation for the entire property 
taxation and distribution system. 

10.2.2 COMPILE PROPERTY TAX ROLL VALUATION TOTALS 
The Auditor-Controller prepares various reports detailing the valuations of property within the County 
as submitted by the Assessor and SBE. 

10.2.3 ESTABLISH AND/OR ACCUMULATE TAX RATES FOR ALL AREAS WITHIN THE COUNTY 
Debt rates are established in accordance with Proposition 13 restrictions then calculated and 
accumulated by each affected TRA. It is necessary to maintain historical tax rates on file for roll 
corrections, supplemental billing and escaped assessment processing. 
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10.2.4 FIXED CHARGE BENEFIT ASSESSMENT PROCESSING 
This process adds Special Assessments, including negative amounts, to the Property Tax Roll based 
on authorization from the assessment district, in accordance with Proposition 218 and other legislative 
requirements, in order to facilitate billing and collection of the assessments. 

10.2.5 PROPERTY TAX BILL EXTENSION (CALCULATION) AND TURNOVER PROCESS 
This process is the actual calculation of the various individual tax bills for parcels throughout the 
county, including provisions for the appropriate tax rate, fixed charges, assessed valuation, 
exemptions, exclusions and any potential penalty due.  The extended roll is then turned over to the 
Tax Collector for the printing and mailing of the tax bills. 

10.2.6 COUNTY-WIDE DISTRIBUTION SYSTEM PROCESS 
Generally referred to as the AB-8 allocations factors, this complex formula preparation is done 
annually based on the mandates of the state legislation, following the implementation of Proposition 
13 in 1978/79. These factors are the mechanism by which the State and local 1% general purpose tax 
is apportioned to all eligible taxing jurisdictions. 

10.2.7 REDEVELOPMENT AGENCY PROCESSING 
In accordance with the Health and Safety Code, this function identifies the areas within established 
redevelopment agency boundaries for calculation and distribution of annual tax increment and 
associated pass-through payments. 

10.2.8 COLLECTION RECONCILIATION 
All taxes are collected by the Tax Collector. The taxes collected are then uploaded into the property 
tax system for reconciliation and distribution by the Auditor-Controller. 

10.2.9 DISTRIBUTION OF COLLECTED TAXES 
This process distributes the collected taxes to all receiving taxing entities throughout the County of 
San Luis Obispo based on the prescribed formulas in the Revenue and Taxation Code. Financial 
transactions are sent electronically to the County’s SAP (EFS) system. Agency payments are sent 
electronically to the County’s SAP system for payment. 
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10.2.10 TEETER/ALTERNATE METHODOLOGY 
In accordance with the Revenue and Taxation Code this function allocates 100% of the taxes billed 
amount rather than actual collections. This process requires tracking of those districts in the Teeter 
Plan; an annual calculation and distribution of the unpaid tax amount by Teeter district; reconciliation 
of the taxes receivable at the end of each fiscal year; and a process of borrowing to give districts their 
Teeter funding.  

10.2.11 ROLL CHANGE/CORRECTION PROCESS 
This process allows for the correction and/or adjustment of previously issued tax bills throughout the 
course of the tax year. 

After entry of revision data, a series of letters are automatically generated to the customers. The letter 
data is captured for future reference. 

10.2.12 SB 1096 - VLF SWAP AND THE TRIPLE FLIP (SALES AND USE TAX) 
This function requires several legislated methodology changes to various property tax processes such 
as the Property Tax Administrative Fee, Supplemental Factor Changes, Unitary Factor Changes and 
ERAF apportionment. In addition, revenue reallocation may be required to ensure funding is sufficient 
for the VLF Swap and Sales and Use Tax compensation distributions in accordance with legislation. 

10.2.13 REVENUE/COST REIMBURSEMENTS 
Tracking and reporting hours and staff used for SB90 claim which includes the Unitary Countywide 
Tax Rate process and the Educational Revenue Augmentation Fund (ERAF) process, ERAF 
Mandated Costs Reimbursement claims and the SB2557 County Property Tax Administrative Cost 
process (which is the cost recovery for the County from each appropriate jurisdiction for the cost 
associated with the assessing, collecting and apportioning of property taxes). 

10.2.14 PENALTY ESTABLISHED 
This process places on the various tax rolls the appropriate penalty amounts due on all unpaid tax 
assessments at the applicable trigger dates throughout the fiscal year. 

10.2.15 YEAR-END REPORTING 
The Auditor-Controller is responsible for the accumulation and comparative analysis of fiscal 
information pertaining to property tax data from the most recently ended fiscal year. 
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10.2.16 STATE BOARD OF EQUALIZATION UTILITY ROLL 
The State board of Equalization provides the annual utility roll including assessment information tax 
rate are, legal description, assessee name and address and roll values. The electronic information is 
processed and added to the current year taxes before tax extension. 

10.2.17 1915 ACT BONDS SPECIAL ASSESSMENTS 
An external system creates Special Assessments for a new bond which are extracted and loaded to 
the current year taxes before tax extension. 

In addition to the functions listed above in the yearly cycle, the Property Tax Division is also 
responsible for the following: 

10.2.18 SUB-FUNCTIONS 

10.2.18.1 J29 and California Community College Local Property Tax Revenue Reports 
This Auditor-Controller’s Office, in conjunction with the San Luis Obispo County Office of Education, 
prepares, reviews and certifies the estimated and actual property tax revenues received by all school 
districts within the county. 

10.2.18.2 Legislative Review, Analysis and Implementation 
This division monitors, analyzes, implements and makes recommendations and impact statements on 
proposed and existing legislative changes and actions. 

10.2.18.3 Local Agency Formation Commission (LAFCO) 
The Auditor works with this agency in the fiscal review and administration of property tax related 
issues concerning proposed annexations, detachments, city incorporations and negotiated property 
tax exchange agreements. 

10.2.18.4 Property Tax Estimates for the County Budget Process 
This division prepares and updates estimates for revenue receipts on property tax items for the Board 
of Supervisors, the Executive Office, county departments and various state and local agencies. 

10.2.18.5 State Reports and Property Tax Subvention Reimbursement Claims 
The division prepares reports on property tax allocation and valuation as prescribed by the State 
Controller’s Office, the State Department of Finance and CSAC and prepares claims for the 
reimbursement of state funds for several property tax related areas. 
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10.2.18.6 Systems Development and Maintenance 
This function may involve: development, enhancements and/or maintenance of Property Tax System. 
System; changes can be for various reasons such as legislative mandates; general maintenance; 
service or reporting enhancements, etc. 

10.2.18.7 Tax Equity Allocations (TEA or No/Low) 
This function is not applicable in San Luis Obispo County. 

10.2.18.8 Tax Fund Reconciliation 
Maintain accounting for all property taxes deposited by the Tax Collector into Auditor distribution 
funds. 

10.2.18.9 Taxpayer and Agency Inquiries 
This division handles a tremendous amount of general and specific inquiries from the general public 
as well as the financial and governmental communities regarding all types of property tax related 
questions and services including, but not limited to inquiries on tax rates, special assessments, roll 
changes/adjustments, refunds and tax bill calculations. This is done via email, phone, fax, and in 
person. 

In addition to the above internal users there are external users such as Escrow companies (10, or so) 
that have remote access to mainframe transactions for viewing various Assessment data. 

10.2.19  ROLL CHANGE MAIN FUNCTIONS AND DUTIES 

10.2.19.1 Assessment Appeals Adjustments 
These are adjustments directed by the Assessment Appeals Board. This board hears taxpayer’s 
protests concerning their property values. These adjustments follow the same procedure as other tax 
bill adjustments. 

10.2.19.2 Fixed Charge Benefit Assessment Adjustments 
These represent adjustments made to tax bills because of changes requested by various government 
agencies placing these fixed charge amounts on the roll. These also result in either a corrected tax bill 
or refund issuance. The agencies are charged a fee for this service and the necessary accounting is 
performed in collecting this County revenue source 
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10.2.19.3 Tax Bill Adjustments 
In accordance with the Revenue and Taxation Code, there are a variety of reasons for an adjustment 
or change to be made to the initially issued property tax bills. This may require a recalculation of the 
tax amounts due, based on the assessed value of the property, applicable exemptions and tax rates 
and the time frame involved. All adjustments, depending on the paid/unpaid status at the time of 
adjustment, result in the issuance of a corrected tax bill and/or a refund for overpayment. 

10.2.19.4 Tax Refunds 
Refunds are produced when a tax bill adjustment/change (revision) is made to tax bill that has already 
been paid.  Information regarding the appropriate changes and payee is submitted to the property tax 
division of the Auditor’s Office by the Assessor’s Office. 

10.2.19.5 Tax Rate Book Publication 
This activity includes preparing, assembling and publishing the annual Tax Rate Book. This document 
contains tax rates and assessed valuation by taxing entities for all taxable properties within the 
County. It also contains a directory of all fixed charge benefit assessment districts and other general 
tax related information.  This publication is provided in both book form and on the Auditor’s website. 

10.2.19.6 Verify Computer Input 
Auditor staff performs data entry and validation of annual apportionment factors, debt service tax 
rates, and transfers of prior year assessed values and TRA allocation factors resulting from negotiated 
agreements or legislative changes. They then verify that the request for adjustment (petition) is in 
accordance with prescribed laws and contains the necessary data to facilitate the entry into the 
computer system. There are different tax programs, depending on the type of request, which will 
produce tax bills or refunds. 
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10.3 TREASURER-TAX COLLECTOR PROCESSES 
The Treasurer-Tax Collector receives the extended assessment roll from the Auditor-Controller, prints 
and mails the property tax bills to the name and address found on the roll. The Treasurer-Tax 
Collector collects secured, unsecured and supplemental taxes. Secured taxes are taxes on real 
property, such as vacant land, structures on land, i.e. business/office building, home, apartments. 
Unsecured taxes are taxes on assessments such as office furniture, equipment, airplanes and boats, 
as well as property taxes that are not liens against the real property. Supplemental taxes result when 
there is an increase in the value of property that has been sold or when new construction occurs. 

These duties include the following major processes: 

10.3.1 BANKRUPTCIES 
Bankruptcy petitions are received which involve researching under the individual debtor(s)’ name to 
locate property owned by the debtor. Assessment numbers are noted with case number and filing 
date, and mailing date if a proof of claim has been filed. Proof of claim and mailing are filed with the 
bankruptcy court. Monies received are placed an unsecured or redemption trust pending receipt of all 
monies owed to pay off taxes claimed. 

10.3.2 CANCELLATION OF PENALTY 
Any delinquent penalty, cost, redemption penalty, interest, or redemption fee may be canceled by the 
Treasurer-Tax Collector’s Office. The taxpayer must provide satisfactory proof showing that the 
delinquent penalty, cost, redemption penalty, interest, or redemption fee has attached because of an 
error through no fault of their own or in the event of a Tax Collector /Assessor error. 

10.3.3 CUSTOMER SERVICE 
The Tax Collector’s office assists the public in answering inquiries regarding property taxes. This is 
done via written correspondence, email, phone, fax, and in person. 

The Treasurer-Tax Collector also has Taxes on the Web (TOW). TOW provides current and prior 
year’s tax information around the clock and the ability to pay property taxes on line by credit card or 
electronic check. Those paying by mail can print a bill stub for their records and to accompany their 
payment. 

10.3.4 DAILY TAX DEPOSIT RECONCILIATION 
All payments processed in house through the payment processing must be balanced with the postings 
on the property system before giving the deposit to the Treasury for transporting to the bank each day. 
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10.3.5 DELINQUENCIES 
The Auditor-Controller computes the taxes for properties on the secured, unsecured and supplemental 
tax rolls. The taxes may be payable in either one or two installments. If an installment's taxes are not 
paid by its delinquent date, the Auditor-Controller computes the delinquent penalties and adds them 
(plus a cost for delinquent 2nd installments) to the amount due for the installment. 

After the last installment becomes delinquent, the Tax Collector runs various programs which extract 
the required data for the delinquent assessment number from the property system databases, formats 
the data to print in the proper locations on the appropriate delinquent statements; a May Letter for 
secured assessments and a Lien Notice for unsecured assessments. 

The delinquent statements contain information about the delinquency: which installment(s) is unpaid, 
the amount of the unpaid tax, the amount of the delinquent penalties (and cost, if appropriate), the 
total amount due, the date by which the delinquency must be paid and the consequences of non-
payment. 

If the delinquent assessment number is: (a) on the unsecured tax roll; (b) is an unsecured 
supplemental; (c) is for certain types of properties on the secured tax roll; or (d) is a secured 
supplemental for certain types of properties and if the payment is not made by the date on the 
delinquent statement, the Tax Collector may use a variety of actions to force payment. The most 
common action is to record a certificate of lien against the property owner with the County Recorder. 

Several months after the last delinquent date, additional penalties start accruing monthly until the 
delinquency is paid. Subsequent delinquent statements may also be mailed to the property owner. 

For all other delinquencies on the secured tax roll and for all other secured supplementals, if any 
installment remains unpaid after June 30th, the property becomes tax-defaulted, a redemption fee is 
added and redemption penalties accrue monthly and delinquent statements are mailed to the property 
owners until the delinquency is paid. 

The delinquency can be paid in one payment or, before five years has elapsed, it can be paid by 
installment payments by entering into an installment agreement with the County. 

If the delinquency on tax-defaulted properties has not been fully paid within five years after becoming 
tax-defaulted, the property becomes subject to tax sale and additional charges and fees may be 
added. 

10.3.6 PROCESSING PROBLEM PAYMENTS  
Problem payments are any payments that are unbalanced or cannot be posted to the property system. 
The problem payment reasons include short, long or duplicate payments, checks returned due to non-
sufficient funds, and revisions to the roll. These unbalanced transactions or those than cannot be 
posted can come from any of the payment sources. In order to process these payments, another 
action must be taken. Refunds, receipts and/or other types of documents must be created or 
sometimes correspondence with the taxpayer be made to request additional funds or return duplicate 
payments. 
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10.3.7 INSTALLMENT PAYMENT PLANS  
The five-year installment plan is available for secured taxes that have not been paid by 5 p.m. on June 
30. The installment payment plan requires an initial payment of at least 20% of the redemption 
amount, an annual installment of 20% plus interest and all other current tax bills paid in a timely 
manner. 

The four-year installment plan is only available for secured and unsecured escaped tax bills that are 
over $500.00. This plan allows the taxpayer to pay the escaped tax amount without any penalties or 
interest in four equal annual installments after an initial 20% payment providing all other current bills 
are paid in a timely manner. 

10.3.8 LIENS 
Taxes on properties on the unsecured tax roll, taxes on unsecured supplementals, taxes on certain 
types of properties on the secured tax roll and taxes on certain types of secured supplementals are 
liens on the property owner (not on the property). 

After the last installment of these taxes becomes delinquent, the Tax Collector may file with the 
Recorder a certificate of lien in the name of the property owner. This lien may prevent the property 
owner from buying or selling other properties and may affect his/her credit rating. The certificate of lien 
is valid for 10 years. The recording fee is then added to the amount-due. If the delinquency is paid, the 
Tax Collector records a release of lien with the Recorder, which extinguishes the lien against the 
property owner. 

10.3.9 MAILING TAX BILLS 
ITD prints the tax bills and the Tax Collector uses a private company to mail all secured, unsecured 
and supplemental original tax bills and delinquent notices, most roll-change bills, prior-year 
statements, and duplicate secured tax bills where there are new owners. 

For secured original tax bills, there are four "categories" of tax bills: 

1. For taxes paid by impound accounts, the mortgage companies can request the original tax bill 
(they have the option of receiving a printed tax bill and/or by obtaining and electronic file 
containing the pertinent information). 

2. For all tax bills requested by mortgage companies, an informational-copy of the original tax bill 
is mailed to the property owner.  

3. If more than five tax bills are mailed to the same person at one address; those tax bills are 
"grouped" so they can be mailed together. 

4. All other tax bills are mailed individually. 
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Current secured tax bills for every property on the secured roll are mailed annually, on or before 
November 1, to the name and address provided by the Assessor on the secured tax roll. First 
installment is due November 1 and is delinquent if not paid by 5 p.m. on December 10. Second 
installment is due on February 1 and is delinquent if not paid by 5 p.m. on April 10. 

Unsecured tax bills for every property on the unsecured roll are mailed annually, no later than 30 days 
prior to the date on which taxes are delinquent, to the name and address provided by the Assessor on 
the unsecured roll. Unsecured taxes are delinquent if not paid by 5 p.m. on August 31. 

Supplemental tax bills are mailed monthly to the name and address provided by the Assessor on the 
supplemental roll. Taxes on the supplemental bill are due on the date mailed and become delinquent 
as follows: (1) if the bill is mailed within the months of July through October, the first installment is 
delinquent if not paid by 5 p.m. on December 10 of the same year. The second installment is 
delinquent if not paid by 5 p.m. on April 10 of the next year. (2) If the bill is mailed within the months of 
November through June, the first installment is delinquent if not paid by 5 p.m. on the last day of the 
month following the month in which the bill is mailed. The second installment is delinquent if not paid 
by 5 p.m. on the last day of the fourth calendar month following the date the first installment is 
delinquent. 

Revised bills are mailed when there is a change in the amount due. Taxpayers who receive a revised 
bill are given a minimum of 30 days from the mailing of the bill to remit a timely payment. 

If any delinquent date falls on a Saturday, Sunday or legal holiday, the delinquent date then becomes 
the next business day. 

10.3.10 MOBILEHOME TAX CLEARANCE CERTIFICATES 
Mobilehomes in California are taxed either through the local property tax system administered by the 
county in which the mobilehome is situated or by payment to the state of vehicle "in-lieu" license fees 
(i.e., charges imposed "in place of " property taxes).  

Before July 1, 1980, mobilehomes that were not on permanent foundations were treated as motor 
vehicles and were taxed just like automobiles or trucks through in-lieu license fees. In 1980 the State 
Legislature adopted the Mobilehome Property Tax Law, which provides for a system of taxing all new 
and most used mobilehomes purchased on or after July 1, 1980 in a manner similar to conventional 
homes.  

The State Department of Housing and Community Development administers mobilehome title 
issuance. That department cannot transfer title of a used mobilehome subject to local property taxes 
without a tax clearance from the Tax Collector of the county in which the mobilehome is situated. If 
there are any taxes owing, they must be paid before a Tax Clearance Certificate can be issued. 
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10.3.11 PAYMENT COLLECTION AND PROCESSING 
Property tax payments are received in a variety of ways. Payments that are received either via mail or 
over the counter are scanned or keyed into the mainframe, balanced, and subsequently posted to the 
property system. Payments that are out of balance during keying or scanning are removed and sent to 
the Problem Payment Unit for processing. Bills that kick out after keying or scanning are deposited to 
trust and their information is sent to Problem Payment unit for processing. 

Property tax payments that are received in bulk (CORTAC) are processed as batch payments. These 
payments are received as payment files, which are loaded onto the property system and posted in 
bulk. Any out of balance transactions are automatically deposited into the trust account and a claim for 
refund is prepared. Only current secured tax bills can be processed via bulk processing. 

Payment for current secured, unsecured, supplemental and prior-year secured and unsecured taxes 
can also be made by credit card through the Tax Collector’s website. These transactions are 
electronically transmitted daily and keyed to the property tax system. Any out of balance transactions 
are automatically deposited into the trust account and an exception report is sent to the EDS for 
review. 

10.3.12 RECONCILED REVENUES PROVIDED TO THE AUDITOR FOR APPORTIONMENT 
The Treasurer-Tax Collector’s office is responsible for reconciling and distributing the daily tax 
receipts to the Auditor Controller’s office. 

On a daily basis, the Tax Collector takes a copy of the daily cash receipt, a summary page of the daily 
fund activity report, along with other pertinent reports/documents which is reviewed and posted to a 
reconciliation spreadsheet. Tax revenue (such as current and prior secured, current and prior 
unsecured, current and prior supplemental, as well as racehorse taxes) is deposited into their 
respective accounts. 

The Auditor-Controller’s office distributes tax revenues to other taxing agencies. 

10.3.13 REFUNDS 
The Auditor-Controller issues refunds caused by a negative supplemental assessment, a reduced 
assessed value and subsequent recalculation and reduction in paid taxes, a parcel change, or a 
reduction in direct assessments. The Treasurer-Tax Collector issues refunds caused by duplicate 
payments or payments received on a cancelled bill. 

10.3.14 REMOVAL OF PAYMENTS 
If the check that paid the taxes is not honored by the taxpayer's bank (due to non-sufficient funds, a 
stop-payment order or other reasons), the payment is removed from the assessment number. The 
amount due then includes the taxes, all applicable delinquent penalties and other charges plus the fee 
the Tax Collector charges for removing the payment and notifying the taxpayer. 
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If a payment is misapplied, the payment is removed from the assessment number and re-applied 
correctly. If the payment was posted to the wrong assessment number, the Tax Collector notifies the 
property owner of the wrong assessment number and allows them to make payment without penalty. 

10.3.15 ROLL CHANGE REFUNDS 
Roll change refunds are produced when a roll correction decreases the amount of a fully paid tax bill. 
In accordance with Revenue and Taxation Code 2635, et seq., a Claim for Refund is mailed to the 
assessee of record. The claimant has one year from the date of mailing of the claim to file for a refund. 
The claimant must return the claim within 30 days of mailing to receive any interest that may be due 
on the refund in accordance with R&T Code Section 5151. Information regarding the appropriate 
payee is submitted to the Auditor-Controller’s Roll Change section and the refund data is entered into 
the county financial system for warrant generation. 

10.3.16 SBE BILLS AND COLLECTIONS 
The State Board of Equalization establishes the values on properties owned by public utilities, 
railroads, communication systems, etc. The State Board of Equalization sends utility roll information 
electronically to the Auditor-Controller. It is then loaded into the current year roll before tax extension 

The Auditor-Controller computes the tax amounts, ITD prints the tax bills, and the Tax Collector mails 
the tax bills. 

The Tax Collector processes payments for the SBE tax bills and reconciles the payment to the utility 
roll charge. 

10.3.17 TAX BILLS 
Annual tax bills are based on a property’s assessed value on the lien date and cover the fiscal year. 
Supplemental tax bills are for any change in the assessed value of real property that occurs after the 
lien date of a particular year, and cover the period from the date the event occurs through the end of 
the fiscal tax year(s) affected. Annual and supplemental taxes may be billed secured or unsecured. 
Secured taxes are secured by the value of the underlying property. Unsecured taxes are tied to an 
individual’s or business’ name. 
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10.3.18 TAX DEFAULTED PROPERTY AUCTIONS 
The purpose of the tax sale is to collect the unpaid taxes and to convey the tax-defaulted property to a 
responsible owner. These properties are subject to the Tax Collector’s power to sell five years or more 
after the property has become tax defaulted. A Final Notice of Power to Sell is mailed to the assessee 
on the tax roll and if the defaulted taxes are not paid by 5 p.m. on June 30, a Notice of Power to Sell 
Tax Defaulted Property document is recorded against the property. Not less than 45 days or more 
than 120 days before the proposed sale, a Notice of Sale of Tax Defaulted Property is sent to all 
parties of interest containing the property and sale information as well as the redemption amount to be 
paid prior to the sale to stop the sale of the property. A party of interest is defined as a person vested 
with title (which includes the current assessee) or a lien holder of record at the time the notice is given. 

The Treasurer-Tax Collector has four different means for selling property: 

1. In person public auction. 

2. Internet public auction. 

3. Sealed bid sale through the mail. 

4. Agreement of sale (public agencies or non-profit organizations). 

10.3.19 TAX SALE REVIEWS  
Tax sale reviews are necessary for tax defaulted properties that the Tax Collector’s office intends to 
sell in order to redeem the taxes, assessments, penalties and costs where the assessment had a 
welfare exemption applied. 

10.3.20 TRANSFERS OF DELINQUENCIES FROM THE SECURED ROLL TO THE UNSECURED ROLL 
For certain types of properties on the secured tax roll, their delinquencies are transferred to the 
unsecured tax roll if unpaid on June 30th. The Tax Collector initiates roll corrections to cancel the 
delinquency on the secured tax roll and to add the delinquency to the unsecured tax roll. The Auditor-
Controller processes these roll corrections. 

Certain types of secured supplementals are converted to unsecured supplementals if unpaid on June 
30th. In this process, the Tax Collector initiates a roll correction, which combines both installments into 
one installment, and, if the first installment was paid, that payment becomes a "partial payment.” For 
these conversions, the cost that was added to the second installment is not cancelled. 

After a secured supplemental has been billed, the Assessor may change it to an unsecured 
supplemental if there is a subsequent sale. However, the two installments cannot be combined into 
one installment until after the last installment becomes delinquent. In this process, the Tax Collector 
initiates a roll change, which combines both installments into one installment, and, if the first 
installment was paid, that payment becomes a "partial payment.” For these conversions, the cost that 
was added to the second installment is cancelled. 
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10.3.21 DMV DELINQUENT VESSELS 
Annually, the Tax Collector sends the CA Department of Motor Vehicles electronically the list of all 
delinquent vessels. The DMV processes the information against their databases and sends the Tax 
Collector electronically the list of all vessels that match their database with a hold placed and all 
exceptions that do not match. The matched vessels are processed and the DMV fee is added to the 
outstanding amount on each vessel. 

10.3.22 CORTAC PROCESSING 
1. Cortac Agencies (Mortgage Companies) send payment data via email, cartridge. 

2. Cortac Agencies (Mortgage Companies) retrieve billing data via cartridge, and FTP using VPN 
secured access. 
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11 PROJECT OBJECTIVES, APPROACH, AND SCOPE OF WORK 
The overall objective for this portion of the Property Tax project is to define all requirement elements 
needed as input to decide the subsequent course of action; to either: 

1. Select, configure/customize, test, and deploy a Commercial off the Shelf (COTS) Integrated 
Property Tax Management System or, 

2. Build, configure, test, and deploy a custom-developed/bespoke Integrated Property Tax 
Management System. 

The requirements and accompanying deliverables must be of a level of detail and quality sufficient to 
achieve the above without any further analysis or definition. 

The requirements, processes, workflow definition, and other information documented in this portion of 
the project will be used by the County to decide which course of action to take for system procurement 
and deployment (e.g. “buy” or “build”). 

Once the decision is taken, the requirements document deliverables will be used as input the next part 
of the Property Tax project (System Specification and Procurement, or Design and Build). 

As stated previously, the County of San Luis Obispo Information Technology Department (ITD) has 
provided a project manager from the Project Management Office (PMO) who is managing the project. 
The sponsoring departments are still the ultimate decision makers. 

11.1 ROLE OF THE PROJECT CONSULTANTS 
The role of the Project Consultants is to lead the requirements gathering phase of the project. Using 
their resources, skills, experience and subject matter expertise, they will augment and extend the 
capabilities of the core project team. 

Project Consultant staff members will be active members of the Project Team. Specifically, this will 
include leading the process and requirements definition and associated deliverable activities as set 
out in this RFP. 

The Project Consultants must also have staff with knowledge and competency in the Property Tax 
processes as described in Section 10 of the RFP and who meet the requirements set out in Section 
12 of this RFP. 
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11.2 PROJECT ORGANIZATION 
The Sponsoring departments have overall responsibility for delivery of the project. A project manager 
has been assigned to the project and will perform project execution and monitoring on behalf of the 
sponsors. 

The Project Team will be made up of members from both the County of San Luis Obispo and from the 
Project Consultants. County team members will provide subject matter expertise regarding the current 
operating model, processes, and systems and tools used for property tax activities. 

Under the direction of the Project Manager, the Project Consultants will be responsible for leading the 
various requirements definition activities and for completing and supplying the deliverables. 

The Project Consultants will also assist the Project Manager by performing other tasks (General 
Expectations) as outlined in Table 3 – Property Tax Requirements Gathering Proposed Project Tasks. 

11.3 PROJECT GOVERNANCE AND CONTROL 
The project will be under the governance of a Steering Committee made up of the project Sponsors 
and key Stakeholders. 

11.4 IN SCOPE 
The Scope of this portion of the of the Property Tax replacement system project is to conduct the 
steps necessary to develop a comprehensive set of requirements to define the required functionality 
for a replacement Property Tax system. 

11.5 OUT OF SCOPE 
In general, anything not included as an activity resulting in achieving a required deliverable is out of 
scope for this RFP. Examples include, but are not limited to all follow-on activities such as: 

• Selection of a replacement system. 

• Any implementation activity. 

11.6 PROJECT TASKS 
This portion of the Property Tax project will include the activities listed in Table 3 – Property Tax 
Requirements Gathering Proposed Project Tasks. This is not necessarily a complete list – but it is 
indicative of the steps that will lead to successful documentation of the Property Tax workflow, system 
and data requirements, and in executing the associated Project Plan and in conducting associated 
PMO activities. 
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Vendors are strongly encouraged to examine this list and, based upon their experience of like 
projects, identify and recommend changes or additions that may be necessary to achieve the 
objectives of this portion of the project as set out in this RFP. 

 

Table 3 – Property Tax Requirements Gathering Proposed Project Tasks 

Item Project Task Description 

 Business Drivers 

1.  
Identify and document the legislative, legal, regulatory, and all other statutory drivers that govern 
the Property Tax process as applicable in the State of California and County of San Luis Obispo. 

2.  
Identify and document best practices, County policy and other drivers that govern the Property 
Tax processes. 

 As-Is Processes, Business Rules, and Functionality 

3.  Identify and document business rules and logic controlling Property Tax processes and workflow. 

4.  
Identify and document the Property Tax processes and related workflow including all underlying 
procedural components – end-to-end (as-is). 

5.  Identify and document current (baseline) system functionality (as-is). 

 Data Requirements 

6.  Identify and document data catalog, types, formats, size, volumes and data ‘owners’. 

7.  
Identify and document data flows, data users including other systems, required interfaces 
(internal, external) and data conversion requirements and templates. 

8.  Identify and document data retention, security, and backup requirements. 

9.  Categorize and document data as “migrate” or “archive”. 

 Areas of Improvement 

10.  Identify and document superfluous, redundant and/or missing process components. 

11.  Identify and document Property Tax process gaps and overlaps (gap analysis). 

12.  
Identify and document areas of potential consolidation and improvement in the Property Tax 
processes. 

13.  Identify and document missing/desired system functionally (gap analysis). 

 To-be Processes and Functionality 

14.  Document desired Property Tax processes and related workflow (to-be). 
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15.  Identify and document new system functional requirements (to-be). 

16.  Prioritize new system functional requirements (e.g. must-have, should have, nice to have). 

 System Requirements Specifications 

17.  

Identify and document required system performance characteristics – e.g. data volumes, number 
of transactions, peak transaction loads, and required system response times, e.g. batch, real-
time, web. 

18.  
Identify and document the number and types of users, e.g. end-user, super-user, system 
administrator, public access (via web). 

19.  Identify and document the data and system security requirements. 

20.  Identify and document system management and administration requirements. 

 

General Expectations 

The Project Consultants will be required to actively participate in a number of PMO activities over 
the duration of the project. These include, but aren’t necessarily limited, to: 

21.  
Assist the County Project Manager in the on-going maintenance and execution of the Project 
Plan. 

22.  
Assist the County Project Manager in preparing and conducting weekly Project Team meetings 
for the duration of this portion of the project.. 

23.  Prepare weekly Project Status Reports for the duration of this portion of the project. 

24.  
Assist the County Project Manager in preparing and conducting monthly Steering Committee 
meetings for the duration of this portion of the project. 

25.  
Assist the County Project Manager in maintaining and managing Project Risk and Issues for the 
duration of this portion of the project. 

26.  
Prepare for, schedule, and conduct meetings (individual or group) with County personnel as 
required to complete the tasks and deliverables. 

27.  

Prepare for, schedule, and conduct workshops as required to facilitate, educate, and document 
the process of gathering requirements, process definition, etc., to complete the tasks and 
deliverables. 

 

11.7 PROJECT PLAN 
Vendors are required to submit a detailed project plan for requirements gathering portion of the project 
based on their understanding of the information in this RFP and drawing upon their experience in 
performing similar tasks on projects of comparable scale and complexity. Details of submission 
requirements are outlined in Section 12.11 below. 
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11.8 PROJECT DELIVERABLES 
The Project Consultants will be responsible for delivering the documentation and outputs shown in 
Table 4 – Property Tax Requirements Gathering Deliverables below as well as any other documentation the 
Vendor feels will help achieve our objectives. When considering the document types and formats in 
the table below, refer to the information in the remainder of this section. 

 

Table 4 – Property Tax Requirements Gathering Deliverables 

Item Project Deliverable Description 

Vendors are permitted and encouraged to provide recommendations along with samples of the format 
and contents of their preferred approach to documenting system requirements. 

Regardless of how the documents are structured, the deliverables must contain a level of detail and content 
that fully meets the needs of the County and the goals of this project as set out in this RFP. 

1.  
Comprehensive documentation of business drivers and best practices. (Refer to Table 3 above 
and to Section 11.10 below). 

2.  
Comprehensive documentation of as-is processes, business rules and current (baseline) system 
functionality. (Refer to Table 3 above and to Sections 11.10 below and 11.11 below). 

3.  
Comprehensive documentation of data requirements. (Refer to Table 3 above and to Section 
11.12 below). 

4.  
Comprehensive documentation of improvement areas. (Refer to Table 3 above and to Section 
11.10 below). 

5.  
Comprehensive documentation of to-be processes and functionality. (Refer to Table 3 above 
and to Section 11.10 below). 

6.  
Comprehensive documentation of systems requirements specifications. (Refer to Table 3 above 
and to Section 11.13 below). 

7.  Weekly Project Status Reports for the duration of this portion of the project. 

8.  
Any other project management support documentation as may be required from time-to-time to 
assist the County in facilitating management of project tasks. 

 

11.9 DELIVERABLE CONTENT AND FORMAT 
The Project Consultants will be required to deliver documentation in an electronic format that can be 
read, modified, printed, etc., by County personnel. The County’s standard is the Office 2003 suite 
including Word, Excel, PowerPoint, Visio, Access, Publisher and Project. The County also uses Adobe 
Acrobat Standard version 8. Vendors must not use later versions. 
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The Project Consultants are required to supply a comprehensive set of documentation as outlined in 
Table 4 – Property Tax Requirements Gathering Deliverables. This documentation must be at a level of 
detail and quality sufficient to completely and thoroughly specify, procure, (or design and build), and 
configure and deploy the new Integrated Property Tax Management System without any further 
analysis or definition. 

The material provided in the sections below gives guidance, but should not be taken as definitive 
examples. Vendors must make their own recommendations regarding documentation content and 
format based upon industry standards, best practices and their corporate experience in completing 
tasks of similar scope and complexity. 

11.10   PROCESS DEFINITION 
Refer to the Property Tax Business Function (Process) descriptions in Section 10 above. 

The goal is to develop a new (“to-be”) Property Tax process model based on defining and analysis of 
the existing (“as-is”) processes. The new model will standardize the work methods and workflow used 
by all staff involved in the Property Tax process. The objective is to: 

• Guide all staff in work activities. 

• Improve communications with internal and external customers. 

• Manage and monitor work assignments and workflow. 

• Provide all staff with visible, timely, accurate and reliable documentation and information 
needed to produce consistent results. 

• Provide metrics to support performance management, quality management, and continuous 
process improvement. 

The new process model will also consider a number of other drivers. Examples include, but are not 
limited to: 

• Legislative, legal, regulatory, and all other statutory drivers that govern the Property Tax 
process as applicable in the State of California and County of San Luis Obispo. 

• Best practices, e.g. County Auditor’s Association of California (CAAC), Generally Accepted 
Accounting Principles (GAAP), State Association of Tax Collector’s, California Assessor’s 
Association, etc. 

• Any others. 

For each process step, the documentation shall include, but will not necessarily be limited to, the 
following components: 

• Purpose – describes what the process is used for. 
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• Description – a brief synopsis/narrative of the process. 

• Business Rules – identify the business rule(s) and logic that are used to control execution of 
the process (Business Rule descriptions will be documented separately – see Section 11.11 
below). 

• Process Steps – a description of each step in the process. 

• Inputs – upstream data and workflow inputs driving/supporting the process. 

• Outputs – output, deliverables, hand-offs resulting from the process. 

• Documentation – identify underlying procedural documentation, work instructions, etc., both 
existing and required. 

• Performance Metrics – data measures gathered to control process, workflow, and for 
performance and quality management. 

• Outcome – the expected results upon process completion. 

• Participants – process users, managers, input providers, output consumers, etc. 

• “Swim-lane” diagram – depicting the steps (workflow) for the process, organization (participant) 
relationships, interaction and hand-offs, decision points, internal/external interfaces, tools, 
computer systems, applications, etc. 

In addition to documenting processes as outlined above, the Project Consultants will provide an end-
to-end cross-functional process map that graphically depicts the overall processes and workflow 
supporting the property tax functions. This will include decision points, internal/external interfaces, 
tools, computer systems, applications, etc. 

11.11   BUSINESS RULES 
For each business rule identified, the documentation shall include, but will not necessarily be limited 
to, the following components: 

• Name – descriptive enough to identify the topic. 

• Description – this will precisely define the rule, decision criteria, logic, etc. 

• Example – where possible, a working example will be included to clarify the rule. 

• Source – the authoritative source and/or owner of the business rule – e.g., legislation, best 
practice reference and organizational or functional owner. 

• Related Rules – rules that support, interact with, or otherwise as needed to support traceability 
between rules. 
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• Revision History – change information (owner, date, description) that refers to the source of 
change. 

In addition, the Project Consultants will provide a means of managing and tracking the relationships 
between Business Rules and the Property Tax System functional requirements. 

11.12   DATA REQUIREMENTS 
The Data Requirements documentation will, as a minimum, include the following information: 

• A complete data dictionary describing data names, types, attributes (range, size, etc.), volumes 
and authoritative data sources (e.g. organizational or functional “owners” of data). 

• Identification and description of data interfaces and data flows, including data “consumers” e.g. 
internal modules and (other) external systems that interact with, modify or provide data 
interchange with the system. 

• Data security, protection, retention, backup and audit trail requirements. 

11.13   SYSTEM REQUIREMENT SPECIFICATIONS 
The System Requirements Specifications shall provide a comprehensive and detailed description of 
the required functionality for the replacement Property Tax Management System. 

As a minimum, the document will include the following: 

• An overview giving a high level description of the system and its capabilities. 

• A description of the major components and software modules of the System. 

• A description of the system architecture and technology including a description of any foreseen 
limitations or constraints. 

• Diagrams that show the relationship between groups of requirements. 

• A Use Case model that identifies major features of the system as they related to processes 
and workflows – these shall be organized by functional hierarchy. 

• A list of detailed functional requirements underpinning each feature above that define the 
software capability available to systems users for carrying-out use cases or accessing services 
provided by each feature. These will include system responses, e.g. man-machine interface 
descriptions, exception/error handling, etc. 

• A list of generic system features and functionality not directly related to Use Case (business) 
process execution. These will include: 
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- System performance requirements – e.g. data volumes, number of transactions, peak 
transaction loads, and expected system responsiveness and response times, e.g. batch, 
real-time, web. 

- System capacity and accuracy requirements. 

- Number and types of users, e.g. end-user, super-user, system administrator, public access 
(via web) requirements. 

- Data and system security, data protection, and audit trail requirements. 

- System management and administration requirements, e.g., provisioning of new users, 
account maintenance, etc. 

- System resilience, redundancy, and disaster recovery requirements. 

- Interoperability, data interface standards, supported web browsers, and accessibility 
requirements. 

- Management reporting requirements, including definition of format and content of reports for 
each business function, expected frequency and volume of reports, and rules governing 
report general, including ad-hoc reporting capability. 

• Identification and description of system interfaces including internal modules and external 
systems that interact with or provide data interchange with the system. 

• A glossary of terms, acronyms and definitions. 

11.14   PROJECT SUCCESS CRITERIA 
The success of the requirements gathering portion of the Property Tax System replacement project 
will be judged on both tangible quantitative results and qualitative achievement of the Project Goals. 
Success Criteria therefore include: 

• On-time, on budget, completion of all project tasks, and handover and County acceptance of 
the project deliverables. 

• Deliverables of sufficient detail and quality to either: 

a) Fully specify, procure, configure/customize, test, and deploy an off-the-self replacement 
Property Tax Management System, or,  

b) Build, configure, test, and deploy a custom-developed/bespoke replacement Property Tax 
Management System. 

• Knowledge and understanding gained of the complexity, timeline, and rough order-of-
magnitude (ROM) level-of-effort and costs likely to be incurred in procuring and migrating to 
the new system. 
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12 PROPOSAL SUBMISSION CONTENTS AND FORMAT 
RESPONSE NOTE: The County recognizes that different organizations may approach this type of 
project in a variety of ways. Vendors (responders to this RFP) are encouraged to critically comment on 
and make any recommendations that will improve the quality of deliverables, reduce project risks, 
improve project efficiency, and contribute to more effectively attaining the Goals of the project. 

However, the County also seeks to select a Vendor whose corporate methodologies, standards, and 
engagement approach and culture provides the best fit for the County. 

Vendors are required to base their responses on the information provided in this RFP, and by using 
their business knowledge and technical expertise with regards to similar projects in government 
environments, and their experience in achieving success with similar highly complex projects 
encompassing both business process and technical change. 

Vendors are required to follow the format specified in this section of the RFP. Non-conformance to this 
designated format may be considered grounds for disqualifying proposals. Specifically: 

• Vendors may copy and paste sections of this document to facilitate the creation of their 
responses, however: 

• Vendors shall provide clear, concise, and reasonable responses. Vendors must not postpone a 
response. “Vendor ABC would be happy to discuss this at a later time” is an example of a 
postponed response. 

• Vendors’ proposals must be consistent with the structure and terminology used in this RFP. 
Where provided, Vendors must use the files enclosed with the RFP and the prescribed format 
to submit its proposal. The County of San Luis Obispo will not accept any other format. 

• Vendors must provide complete answers in response to all questions and statements where so 
indicated in the remainder of this Section. 

• Vendors must respond to this RFP using the same numbering scheme for easy reference and 
evaluation. Where questions are contained in Tables, the answers must be indexed by both 
Table Number and Question Number. 

• Any responses not in the number of copies specified and in the format specified in the cover 
letter of this document will be removed from consideration at the sole discretion of the County 
of San Luis Obispo. 

• Any responses not received at the time, date, and location specified in the RFP Instructions- 
will be removed from consideration at the sole discretion of the County of San Luis Obispo. 

• Non-submission of any of the requested information, unless stated otherwise, may disqualify 
Vendors’ proposal from further consideration by the County of San Luis Obispo. 
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12.1 EXECUTIVE SUMMARY 
Include an Executive Summary in your response. This part of the response should be limited to a brief 
narrative highlighting the Vendor’s proposal. The summary should contain as little technical jargon as 
possible and should be oriented toward non-technical personnel. Please include any benefits your 
company may have over your competitors. 

12.2 UNDERSTANDING OF SCOPE OF PROJECT 
Include a statement of your understanding of the requested project scope. Such understanding shall 
represent the Vendor’s expert knowledge of the functions, methods, and problems related to providing 
effective products and/or services as described in this RFP. 

12.3 STATEMENT OF COMMITMENT 
Vendors must include a letter signed by a representative authorized to commit the proposing entity in 
contractual matters which includes:  

• A statement that your company will perform the services and abide by the terms and conditions 
stated in the Request for Proposal and Vendor Response. 

• A statement that you agree to the Terms and Conditions specified in Appendix A – Sample County 
Contract. 

• A specification of who should be contacted in follow-up to your response along with their contact 
information. 

 

12.4 LOCAL PREFERENCE QUESTIONNAIRE 
Vendors must complete this Local Vendor Preference Questionnaire and include it in their proposal. 

 

LOCAL VENDOR PREFERENCE QUESTIONNAIRE  YES  NO 

Do you claim local vendor preference?   

Do you conduct business in an office with a physical location within the 
County of San Luis Obispo?  
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Business Address:  

 

Years at this Address:   

Does your business hold a valid business license issued by the County or 
a City within the County? 

  

Name of Local Agency which issued license:  

 

Business Name:  

 

Authorized Individual: _________________________ Title: ____________________ 

 

Signature:_____________________________Dated: _______________________  

 

12.5 COMPANY BACKGROUND 
Vendors must provide their response to the statements and questions in Table 5 – Company Background 
Questionnaire. Answers must be indexed by Table Number and Question Number. 

Table 5 – Company Background Questionnaire 

Item Description of Required Response 

1.  Name of company. 

2.  Name of parent company if applicable. 

3.  Company website address. 

4.  Number of years company has been in business. 
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Item Description of Required Response 

5.  Is your company registered with the California Secretary of State to do business in California? 

6.  Does your company have a California street address and telephone number for purposes of 
Service of Process? If so, please provide the name, address, and telephone number. 

7.  Gross revenue for the prior fiscal year (in US dollars). Provide in parenthesis () the percentage of 
gross revenue generated by Consultancy assignments similar to that described in this RFP. 

8.  Is your organization anticipating any expansion or re-organization within the next year or two? If 
yes, please describe this. 

9.  How many employees are in your company? In the State of California? 

10.  How many employees are available to work with customers in the role of process engineering and 
requirements definition for complex systems on a size and scale similar to this project? 

11.  Describe your knowledge and experience of State of California Property Tax processes 
(assessment, taxation, and auditing) and related systems, applications, and tools. 

12.  Describe your prior project experience with Property Tax systems, process development and 
requirements definition. 

13.  Does your company develop or sell, or have an alliance with any company that develops or sells, 
Property Tax systems? If so, what systems and/or partners? 

 

12.6   PROJECT MANAGEMENT CAPABILITIES AND METHODOLOGY 
Vendors must provide their response to the statements and questions in Table 6 – Project Management 
Capabilities and Methodology. Answers must be indexed by Table Number and Question Number. 

Table 6 – Project Management Capabilities and Methodology 

Item Question 

1.  
Describe your project management methodology including project governance, controls, reporting, 
and risk and issue management. 

2.  Detail your affiliation, involvement, and participation with any project management organizations. 

3.  
Describe your experience with projects and technologies on a similar size and scope to that 
outlined in this RFP. 

4.  
Provide evidence of your firm’s project management experience, e.g. the number, type, and scale 
of projects, and the percentage of those performed in the public sector. 

5.  
Identify your prospective project team members for the Property Tax project, describe their 
qualifications, and include a short bio for each member. 

6.  

Describe your project change management methodology and include examples of how you will 
handle a situation where either the County or the Project Consultants want to make a change to 
the scope of the Project.. 
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Item Question 

7.  Identify and describe any frameworks and/or standards that you employ for project management. 

8.  

List your preferred set of project management and reporting tools. Explain how the output from 
these tools will be able to be viewed and updated by County personnel over the lifecycle of this 
project. 

9.  
Identify and describe your quality management system/methodology and list corporate quality 
management accreditations or credentials. 

 

12.7   PROCESS DEFINITION AND BUSINESS CHANGE CAPABILITIES AND METHODOLOGY 
Vendors must provide their response to the statements and questions in Table 7 – Process Definition and 
Business Change Capabilities and Methodology. Answers must be indexed by Table Number and 
Question Number. 

Table 7 – Process Definition and Business Change Capabilities and Methodology 

Item Question 

1.  

Describe your process definition approach and the methodology used. If you use more than one 
methodology, explain the pros/cons of each and recommend which approach is most appropriate 
for the Property Tax project. 

2.  
Describe your experience with business process definition/re-engineering, referring specifically to 
other projects you have undertaken of a similar size and scale to this project in the public sector. 

3.  
Describe your approach to achieving successful and lasting business change and identify the 
techniques and metrics that you use to measure success in this context. 

4.  
Provide details of the tool(s) you use to facilitate the above activities. Explain how the output from 
these tools can be viewed and updated by County personnel through the project lifecycle. 

5.  

Describe your preferred tools for documenting business processes. Explain how the output from 
these tools will be able to be viewed and updated by County personnel over the lifecycle of this 
project. 

 

12.8   REQUIREMENTS DEFINITION CAPABILITIES AND METHODOLOGY 
Vendors must provide their response to the statements and questions in Table 8 – Requirements 
Definition Capabilities and Methodology. Answers must be indexed by Table Number and Question 
Number. 

Table 8 – Requirements Definition Capabilities and Methodology 
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Item Question 

1.  
Describe your preferred approach and methodology to defining and documenting system functional 
requirements and technical specifications. 

2.  

Explain how you identify, link and track the dependencies and relationships between business 
drivers, process and workflow, and the underlying function requirements and technical 
specifications. What tools do you use to do this? 

3.  
Describe the approach, techniques, and tools that you use to prioritize functional requirements and 
explain how you link these to “business value”. 

4.  
Explain how the output from the above tools will be able to be viewed and updated by County 
personnel over the lifecycle of this project. 

5.  

Drawing upon your experience of similar projects, please provide detailed representative samples 
of your formats for documenting systems requirement specifications. Refer to the contents of 
Sections 11.10 through 11.13 above in the context of the items detailed in Table 4 – Property 
Tax Requirements Gathering Deliverables. 

 

12.9   CONSULTANCY AND FACILITATION ENGAGEMENT STYLE 
Vendors must provide their response to the statements and questions in Table 9 – Consultancy and 
Facilitation . Answers must be indexed by Table Number and Question Number. 

Table 9 – Consultancy and Facilitation Engagement Style 

Item Question 

Note 

The Property Tax project team seeks to engage a firm of Project Consultants that are best 
equipped to work within the County public sector cultural, business, and technical environments. 
When providing answers, please use examples that are specific to previous public sector 
engagements and refer to projects of similar size, scale, and impact to sponsor and stakeholder 
communities, and to the public at large. 

1.  
Give examples of previous engagements where you have been successful in consolidating and 
integrating processes across organizational silos. 

2.  
Give examples of the techniques you use to facilitate requirements gathering sessions in 
individual, small team, or large group workshop environments. 

3.  
Referring to the above question, give examples of techniques you use to create an open, receptive 
atmosphere to ensure that relevant details are identified and captured. 

4.  

Give examples of how you deal with and maintain both flexibility and control of progress when 
faced with scheduling challenges due to periods of heavy workload for key staff and subject matter 
experts. 

5.  Describe your proposed engagement approach, e.g. mostly on-site, off-site, telephone, e-mail?  
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Item Question 

6.  
Referring to the question above, If you use a hybrid approach, how will you ensure that you have 
sufficient quality and continuity of contact? 

 

12.10   BUSINESS KNOWLEDGE SUBJECT MATTER EXPERTISE 
Vendors must provide their response to the statements and questions in Table 10 – Business Knowledge 
Subject Matter Expertise. Answers must be indexed by Table Number and Question Number. 

Table 10 – Business Knowledge Subject Matter Expertise 

Item Question 

Note 

At various stages throughout the Property Tax project the Project Consultants will need to provide 
personnel that have core skills in the subject matters relating to the Property Tax processes. (Refer 
to the Business Function/Process overview in Section 10 above to understand the scope and 
extent of the subject matter). THESE SKILLS MUST BE SPECIFIC TO THE CONTEXT OF 
PROPERTY TAX IN THE STATE OF CALIFORNIA. 

For each of the subject matter topics below: 

• Describe your proposed project team member’s approximate skill level (expert, journeyman, or 
familiar/working knowledge). 

• List any relevant qualifications, and industry or governing body leadership positions.  

1.  State Tax Collectors Manual. 

2.  State Association of Tax Collectors. 

3.  Production of tax bills. 

4.  
Knowledge of mailing, emailing and/or electronically transmitting tax bills to tax payers and 
CORTAC agencies. 

5.  Knowledge of the Subdivision Map Act. 

6.  Principles of Accounting for balancing and reconciliation in the collection of taxes. 

7.  
Knowledge of the end of year roll turn over process of a current unpaid roll into a existing 
delinquent roll. 

8.  

California State Controller’s publication – Guide to the Sale of Tax-Defaulted Property: 

Volume I – Public Auction 
Volume II – Sealed Bid Sale 
Volume III – Agreement Sale 

9.  California Auditors Association Requirements and Practices. 
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Item Question 

10.  Knowledge of audit trail practices to ensure compliance with State mandated requirements. 

11.  Knowledge of the AB 8 allocation and apportionment process. 

12.  Knowledge of State Assessed Utility roll and the impact of migration into local roll values. 

13.  
Knowledge of the Jurisdictional Changes process (including knowledge of R&T §99 requirements, 
Cortese-Knox-Hertzburg Act, tax rate area (TRA) factor computations). 

14.  
Knowledge of Redevelopment Agencies (both pre- and post-AB 1290, including maintenance of 
multiple base years, annual tax increment calculation, pass-through calculations). 

15.  Knowledge of the tax extension process for the various rolls. 

16.  
Knowledge of Proposition 218, 1915 Act and Mello Roos assessment/fixed charge levies and 
administration. 

17.  Knowledge of  annual increment calculation and corresponding TRA maintenance. 

18.  
Knowledge of Teeter financing including taxes receivables and reconciliation controls to 
redemption roll. 

19.  Knowledge of the various ERAF shifts, maintenance and reporting mandates. 

20.  California Auditors Association – Rules and Best Practices. 

21.  Personnel with Auditing background specific to the role of Auditors-Appraisers. 

22.  Knowledge of recorded documents, types and their impact on real property. 

23.  Knowledge of accepted property transfer practices and chain of title. 

24.  Knowledge of Assessment Appeals Board (AAB). 

25.  Roll Turnover Process (Ref: R&T Code). 

26.  
Knowledge of special property types such as Open Space Contract, Open Space Easement, 
Section 11, Oil and Gas and Timber. 

27.  Knowledge of New Construction Permits and structure valuation. 

28.  Knowledge of Business property auditing processes. 

29.  Knowledge of Boat and Aircraft valuation. 

30.  Knowledge of accepted Cadastral mapping practices. 

31.  
Knowledge of State Board of Equalization practices including reporting, audits, value, process and 
compliance. 
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12.11   PROPOSED PROJECT IMPLEMENTATION PLAN 
Vendors are required to submit a detailed project plan based on their understanding of the information 
in this RFP and drawing upon their experience in performing similar tasks on projects of comparable 
scale and complexity. The project plan must be submitted in Microsoft Project 2003 file format. 

The Vendor’s project plan must included all of the task elements identified in Table 3 – Property Tax 
Requirements Gathering Proposed Project Tasks and must also identify key sub-tasks and any other 
resources or activities needed to achieve the goals and deliverables of the project. 

The Vendor must: 

• Submit a project plan that is detailed, well organized, and includes major milestones. 

• Provide sufficient breakdown of activities and tasks to demonstrate a complete understanding of 
the project and to achieve a successful completion of deliverables that fully meets the needs of the 
County of San Luis Obispo. 

• Be detailed, well organized, and include major milestones that include, at a minimum, all of the 
high-level task elements shown in Table 3 – Property Tax Requirements Gathering Proposed Project 
Tasks. 

• Identify key sub-tasks and any other resources or activities needed to achieve the goals and 
deliverables of the project. 

• Identify roles and qualifications of personnel to be supplied by the Vendor. 

• State assumptions of the roles, qualifications and time commitments of the personnel that you 
expect to be provided by the County. 

• Document all other assumptions used in creating the proposed project plan. 

• Propose your views of the project completion criteria. 

• Propose the project completion criteria. 

12.12   PARTNERS AND ALLIANCES 
Vendors may be permitted to partner and/or form alliances with other vendors to propose a complete 
solution to the County. Such arrangements must be declared in this response and the vendor 
submitting the proposal must be the single point of contact and control, and bear all contractual 
responsibility for such an arrangement. Vendors must identify each such partner and describe the 
goods and/or services they will be supplying. 
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12.13   REFERENCES 
Considering the scale and scope of this project, please provide three (3) customer references 
including contact information, date, and brief overview of the project.  

References citing projects performed in the Public Sector are preferred.  

12.14   COST PROPOSAL  
The proposed project costs must be quoted according to the following instructions and format. This 
embedded table includes amounts for illustration purposes only and is not intended to imply any 
expectation as to budget, quantity, or price. 

Table 11 – Cost Proposal 

 

Quantity 

 

Item Description Unit Cost Amount 

Proposed Professional Services 

 Property Tax Project (Requirements Gathering)   

 Comprehensive documentation of business drivers and best 
practices. (Refer to Table 3 above and to Section 11.10 above). $000,000.00  $000,000.00  

 Comprehensive documentation of as-is processes, business rules and 
current (baseline) system functionality. (Refer to Table 3 above and 
to Sections 11.10 above and 11.11 above). $000,000.00  $000,000.00  

 Comprehensive documentation of data requirements. (Refer to Table 
3 above and to Section 11.12 above). $000,000.00  $000,000.00  

 Comprehensive documentation of improvement areas. (Refer to 
Table 3 above and to Section 11.10 above). $000,000.00  $000,000.00  

 Comprehensive documentation of to-be processes and functionality. 
(Refer to Table 3 above and to Section 11.10 above). $000,000.00  $000,000.00  

 Comprehensive documentation of systems requirements 
specifications. (Refer to Table 3 above and to Section 11.13 above). $000,000.00  $000,000.00  

 General Expectations. (Refer to Table 3 above). INCLUDED  INCLUDED 

 Any other professional services costs are not included in the 
facilitation and delivery of the above items. (Please itemize.) $000,000.00  $000,000.00  
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 Total Professional Services $000,000.00  $000,000.00  

Please incorporate all travel and personal expenses into the fixed-bid amounts above 

 Insurance Fee to Comply with County General Conditions  $000,000.00  $000,000.00  

County will be responsible for all taxes (including sales, use, property, excise, value 
added and gross receipts but not including taxes based on Contractor’s income), 
import duties and fees and charges of any kind levied or imposed by any federal, 
provincial, state or local governmental entity in connection with any services or 
software provided by Contractor to County. 

  

TOTAL COST PROPOSAL $000,000.00  $000,000.00  

 

12.15   EXCEPTIONS TO THE RFP 
Review the exceptions notes in Section 7 and then list and explain any exceptions you have to this 
RFP.  Vendors must also include exceptions to Attachment A – Sample County Contract. 

12.16   VENDOR MATERIAL AND ADDITIONAL INFORMATION 
Use this section to include any other information you would like the County of San Luis Obispo to take 
into consideration when evaluating your proposal (e.g. Staff Resumes, White Papers, Testimonials, 
etc). 
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13 APPENDIX-A — SAMPLE COUNTY CONTRACT 
 

 CONTRACT 

FOR 

INFORMATION TECHNOLOGY SOLUTION 

 

 THIS CONTRACT FOR INFORMATION TECHNOLOGY SOLUTION (“Contract”) is made 
and entered into by and between the County of San Luis Obispo (“County” or “Licensee”), a public 
entity in the State of California, and [VENDOR_NAME], a [STATE] Corporation (“Vendor” or 
“Contractor”).  

WITNESSETH: 

 WHEREAS, County is in need of Property Tax Project Consultants; and  

 WHEREAS, Contractor has certain prior experience in gathering requirements for an 
Integrated Property Tax Management System and has qualified staff who are trained, 
experienced, expert and competent to provide special professional consulting services for the 
appropriate fees and the terms and conditions hereinafter set forth; and 

 WHEREAS, Contractor has different skills and products than can be produced by County 
civil service employees; and 

WHEREAS, the purpose of this contract is to provide consultancy and professional 
services for the Integrated Property Tax Management System project for County departments, a 
special administrative service;  

 NOW THEREFORE, in consideration of the covenants, conditions, agreements, and 
stipulations set forth herein, the parties hereby agree that Contractor shall perform the services 
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described herein for the compensation set forth herein, subject to the terms and conditions set 
forth herein. 

1. General Conditions – The parties agree to the general conditions described in Exhibit A 
“General Conditions”, attached hereto and incorporated herein by reference as if set forth in 
full at this point. 

2. Professional Services – Contractor agree to perform professional services and the parties 
agree to the terms and conditions related to said professional services in Exhibit B “Statement 
of Work”, attached hereto and incorporated herein by reference as if set forth in full at this 
point. 

3. Compensation – The parties agree to the compensation described in Exhibit C 
“Compensation”, attached hereto and incorporated herein by reference as if set forth in full at 
this point. 

4. Special Conditions – The parties agree to the special conditions described in Exhibit D 
“Special Conditions” (if any), attached hereto and incorporated herein by reference as if set 
forth in full at this point.  

5. Notices – Written notices required in this contract shall be provided to: 
 

COUNTY CONTRACTOR 

Contact Name Contact Name 

Contact Title Contact Title 

County of San Luis Obispo Company Name 

Department Name Mailing Address Line 1 

Mailing Address Line Mailing Address Line 2 

San Luis Obispo, CA 93408 City, State Zip 
 

IN WITNESS WHEREOF, the parties have executed this agreement as of the date set forth 
below.  

Nothing further follows except signatures.////////////////////////////////////////////////////////////////////////// 

CONTRACTOR: 
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[VENDOR NAME] 

A [STATE] Corporation 

By: ___________________________________ ___________________________________ 

 Vendor Contact Name   Date 

Vendor Contact Title 

NOTARIZATION 

STATE OF __________________________ ______) 

      ) SS. 

 

On ___________________________ before me, (here insert name and title of the officer), 
personally appeared _______________________________, personally known to me (or proved 
to me on the basis of satisfactory evidence) to be the person(s) whose name(s) is/are subscribed 
to the within instrument and acknowledged to me that he/she/they executed the same in 
his/her/their authorized capacity (ies), and that by his/her/their signature(s) on the instrument the 
person(s), or the entity upon behalf of which the person(s) acted, executed the instrument. 

WITNESS my hand and official seal. 

 

 

_________________________________ (SEAL) 

Notary Public 
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My Commission Expires: ____________ 

 

 

COUNTY: 

COUNTY OF SAN LUIS OBISPO 

A Public Entity in the State of California 

 

COUNTY COUNSEL: 

Approved as to form and legal effect. 

 

JAMES B. LINDHOLM, Jr. 
County Counsel 

 

By: ________________________    ____________________________ 

Deputy County Counsel     Date 

 

COUNTY OF SAN LUIS OBISPO 

A Public Entity in the State of California 
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By: ___________________________________  ____________________________ 

Chair, Board of Supervisors    Date 

 

ATTEST: 

 

By: ___________________________________  ____________________________ 

County Clerk and Ex-Officio Clerk   Date  
of the Board of Supervisors 
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EXHIBIT A – General Conditions 

 

1. Independent Contractor. Contractor, its officers, agents, employees, contractors and 
subcontractors, shall be deemed to be an independent contractor of County at all times during this 
Contract. Nothing in this Contract shall be construed as creating a civil service employer-employee 
relationship, partnership or a joint venture relationship. Nothing in this Contract authorizes or 
permits the County to exercise discretion or control over the professional manner in which 
Contractor provides services; provided, however, Contractor’s services shall be provided in a 
manner consistent with all applicable standards and regulations governing such services.  

 

2. No Eligibility for Fringe Benefits. Contractor understands and agrees that Contractor and its 
personnel are not, and will not be, eligible for membership in or any benefits from any County group 
plan for hospital, surgical, or medical insurance, or for membership in any County retirement 
program, or for paid vacation, paid sick leave, or other leave, with or without pay, or for any other 
benefit which accrues to a County employee. The only performance and rights due are those 
specifically stated in this Contract or existing as a matter of law.  

 

3. Warranty of Contractor for Provision of Services. Contractor warrants that Contractor has 
obtained and shall keep in full force and effect during the term of this Contract all permits, 
registrations and licenses, if necessary, to accomplish the work specified in the Contract. 
Contractor warrants that it, and each of the personnel employed or otherwise retained by 
Contractor, will at all times, to the extent required by law, be properly certified and licensed under 
the local, state and federal laws and regulations applicable to the provision of services herein. 

 

4. Warranty of Contractor re Compliance with all Laws. Contractor warrants that Contractor shall 
keep informed of, observe, comply with, and cause all of its agents and personnel to observe and 
comply with all Federal, State, and local laws and rules and regulations made pursuant to such 
laws, which in any way affect the conduct of work under this Contract. If any conflict arises between 
provisions of the scope of work or specifications in this Contract and any law, then the Contractor 
shall immediately notify the County in writing. 

 

5. Power and Authority of Contractor. If Contractor is a corporation or a limited liability company, 
Contractor represents and warrants that it is and will remain, throughout the term of this Contract, 
either a duly organized, validly existing California corporation or limited liability company in good 
standing under the laws of the State of California or a duly organized, validly existing foreign 
corporation or limited liability company in good standing in the state of incorporation or organization 
and authorized to transact business in the State of California. 
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6. Non-Assignment of Contract. Inasmuch as this Contract is intended to secure the specialized 
services of Contractor, Contractor shall not delegate, assign, or otherwise transfer in whole or in 
part his/her/its rights or obligations under this Contract without the prior written consent of the 
County. Any such assignment, transfer, or delegation without the County’s prior written consent 
shall be null and void. 

 

7. Entire Agreement and Modifications. This Contract supersedes all previous contracts between 
the parties hereto on the same subject matter and constitutes the entire understanding of the 
parties hereto on the subject matter of this Contract. Contractor shall be entitled to no other benefits 
than those specified herein. No changes, amendments or alterations shall be effective unless in 
writing and signed by both parties. Contractor specifically acknowledges that in entering into and 
executing this Contract, Contractor relies solely upon the provisions contained in this Contract and 
no others. 

 

8. Governing Law. This Contract shall be governed by, and construed in accordance with, the laws of 
the State of California, without regard to its conflict of laws provisions. 

 

9. Waiver. No delay or failure on the part of any party hereto in exercising any right, power or privilege 
under this Contract shall impair any such right power or privilege or be construed as a waiver of any 
default or any acquiescence therein. No single or partial exercise of any such right, power or 
privilege shall preclude the further exercise of such right power or privilege or the exercise of any 
other right, power or privilege. No waiver shall be valid unless made in writing and signed by the 
party against whom enforcement of such waiver is sought and then only to the extent expressly 
specified therein. 

 

10. Severability. Contractor agrees that if any provision of this Contract is found to be invalid, illegal or 
unenforceable, such term or provision shall be deemed stricken and the remainder of the Contract 
shall remain in full force and effect. Upon determination that any term or provision is invalid, illegal 
or unenforceable, the parties shall negotiate in good faith to modify this Contract so as to affect the 
original intent of the parties as closely as possible. 

 

11. Nondiscrimination. Contractor agrees that it will abide by all Federal and State labor and 
employment laws and regulations pertaining to unlawful discrimination prohibiting discrimination 
against any employee or applicant for employment because of race, color, religion, sexual 
orientation, disability or national origin, and those conditions contained in Presidential Executive 
Order number 11246. 
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12. Notices. All notices given or made pursuant hereto shall be in writing and shall be deemed to have 
been duly given if delivered personally, mailed by registered or certified mail (postage paid, return 
receipt requested) or sent by a nationally recognized overnight courier (providing proof of delivery) 
to the parties at the following addresses or sent by electronic transmission to the following facsimile 
numbers (or at such other address or facsimile number for a party as shall be specified by like 
notice): 

 

INSERT ADDRESSES 

 

Any such notice shall be deemed to have been received if: (a) in the case of personal delivery or 
facsimile transmission with confirmation retained, on the date of such delivery; (b) in the case of 
nationally recognized overnight courier, on the next business day after the date sent; (3) in the case 
of mailing, on the third business day following posting.  

 

13. Headings. The headings contained in this Contract are for reference purposes only and shall not 
affect in any way the meaning or interpretation of this Contract. 

 

14. Indemnification. Contractor shall defend, indemnify and hold harmless the County, its officers and 
employees from all claims, demands, damages, costs, expenses, judgments, attorney fees, or 
other losses that may be asserted by any person or entity, including Contractor/Consultant, and 
that arise out of or are made in connection with the acts or omissions, relating to the performance 
of any duty, obligation, or work hereunder. The obligation to indemnity shall be effective and shall 
extend to all such claims or losses in their entirety. However, this indemnity will not extend to any 
claims or losses arising out of the sole negligence or willful misconduct of the County, its officers 
and employees.  

 

15. Insurance. Contractor, at its sole cost, shall purchase and maintain the insurance policies set forth 
below on all of its operations under this Contract. All of the insurance companies providing 
insurance for Contractor/Consultant shall have, and provide evidence of, an A.M. Best & Co. rating 
of A:VII or above, unless exception is granted by the County’s Risk Manager, and be authorized to 
do business in the State of California. Further, all policies shall be maintained for the full term of this 
Contract and related warranty period if applicable. 

 
  A. Scope and Limits of Required Insurance Policies. 
 

  i. Commercial General Liability. Policy shall include coverage at least as broad as 
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set forth in Insurance Services Office Commercial General Liability Coverage (CG 00 01) with 
policy limits of not less than two million dollars ($2,000,000.00) combined single limit per 
occurrence. Policy shall be endorsed with the following specific language or contain equivalent 
language in the policy: 
 
   a) The County, its officers and employees, is named as an additional 
insured for all liability arising out of the operations by or on behalf of the named insured in the 
performance of this Contract. 

 
   b) The insurance provided herein shall be considered primary coverage to 
the County with respect to any insurance or self insured retention maintained by the County. 
Further, the County’s insurance shall be considered excess insurance only and shall not be called 
upon to contribute to this insurance. 

 
   c) The policy shall not be cancelled or materially changed without first 
giving thirty days prior written notice to the County. 

 
  ii. Business Automobile Policy. Policy shall include coverage at least as broad as 
set forth in the liability section of Insurance Services Office Business Auto Coverage (CA 00 01) 
with policy limits of no less than $1 million dollars combined single limit for each occurrence. Said 
insurance shall include coverage for owned, non-owned, and hired vehicles. Policy shall be 
endorsed with the following specific language or contain equivalent language in the policy: 

 
   a) The County, its officers and employees, is named as an additional 
insured for all liability arising out of the operations by or on behalf of the named insured in the 
performance of this Agreement. 

 
   b) The policy shall not be cancelled or materially changed without first 
giving thirty days prior written notice to the County. 

 
    iii. Workers’ Compensation/Employer’s Liability Insurance.  
 

   a) Workers’ compensation policy shall provide statutory limits as required 
by State of California. Policy shall be endorsed with the following specific language or contain 
equivalent language in the policy: 

 
    1) Contractor and its insurer shall waive all rights of subrogation 
against the County, its officers and employees for workers’ compensation losses arising out of this 
contract. 

 
    2) The policy shall not be cancelled or materially changed without 
first giving thirty days prior written notice to the County. 

 
   b) Employer’s liability policy shall provide one million dollars 
($1,000,000.00) per accident for bodily injury or disease.  

 

 

  B. Deductibles and Self-Insurance Retentions. 
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  All deductibles and/or self-insured retentions which apply to the insurance policies 
required herein will be declared in writing and approved by the County prior to commencement of 
this contract.  

 
  C. Documentation. 
 

  Prior to commencement of work and annually thereafter for the term of this 
contract, Contractor will provide to the County properly executed certificates of insurance clearly 
evidencing the coverage, limits, and endorsements specified in this contract. Further, at the 
County’s request, the Contractor shall provide copies of endorsements and certified copies of the 
insurance policies within thirty days of request.  

 
  D. Absence of Insurance Coverage. 

 
  The County may direct Contractor to immediately cease all activities with respect to 
this Contract if it determines that Contractor fails to carry, in full force and effect, all insurance 
policies with coverage levels at or above the limits specified in this contract. Any delays or expense 
caused due to stopping of work and change of insurance shall be considered Contractor’s delay 
and expense 

 

16. Nonappropriation of Funds. In the event that the term of this Contract extends into fiscal years 
subsequent to that in which it was approved, continuation of the Contract is contingent on the 
appropriation of funds by the San Luis Obispo County Board of Supervisors or, if applicable, provision 
of State or Federal funding source. If the County notifies Contractor in writing that the funds for this 
Contract have not been appropriated or provided, this Contract will terminate. In such an event, the 
County shall have no further liability to pay any funds to the Contractor or to furnish any other 
consideration under this Contract, and the Contractor shall not be obligated to perform any provisions 
of this Contract or to provide services intended to be funded pursuant to this Contract. If partial funds 
are appropriated or provided, the County shall have the option to either cancel this Contract with no 
liability to the County or offer a Contract amendment to the Contractor to reflect the reduced amount. 

 

17. Force Majeure. Neither the County nor Contractor shall be deemed in default in the performance of 
the terms of this Contract if either party is prevented from performing the terms of this Contract by 
causes beyond its control, including without limitation: acts of God; rulings or decisions by 
municipal, Federal, States or other governmental bodies; any laws or regulations of such municipal, 
Federal, States or other governmental bodies; or any catastrophe resulting from flood fire, 
explosion, or other causes beyond the control of the defaulting party. Any party delayed by force 
majeure shall as soon as reasonably possible give the other party written notice of the delay. The 
party delayed shall use reasonable diligence to correct the cause of the delay, if correctable, and if 
the condition that caused the delay is corrected, the party delayed shall immediately give the other 
parties written notice thereof and shall resume performance under this Contract.  
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18. Signatory authority. Any individual executing this Contract on behalf of Contractor represents and 
warrants that he/she has full power and authority to enter into, deliver, and perform this Contract on 
behalf of Contractor, and that this Contract is binding upon said Contractor in accordance with its 
terms.  

 

19. Nondisclosure. All reports, information, documents, or any other materials prepared by Contractor 
under this Contract are the property of the County unless otherwise provided herein. Such reports, 
information, documents and other materials shall not be disclosed by Contractor without County’s 
prior written consent. Any requests for information shall be forwarded to County along with all 
copies of the information requested. County shall make sole decision whether and how to release 
information according to law. 

 

20. Conflict of Interest. Contractor acknowledges that Contractor is aware of and understands the 
provisions of Sections 1090 et seq. and 87100 et seq. of the Government Code, which relate to 
conflict of interest of public officers and employees. Contractor certifies that Contractor is unaware 
of any financial or economic interest of any public officer or employee of the County relating to this 
Contract. Contractor agrees to comply with applicable requirements of Government Code section 
87100 et seq. during the term of this Contract. 

 

21. Immigration Reform and Control Act. Contractor acknowledges that Contractor, and all 
subcontractors hired by Contractor to perform services under this Contract are aware of and 
understand the Immigration Reform and Control Act (“IRCA”) of 1986, Public Law 99-603. 
Contractor certifies that Contractor is and shall remain in compliance with ICRA and shall ensure 
that any subcontractors hired by Contractor to perform services under this Contract are in 
compliance with IRCA. 

 

22. Third Party Beneficiaries. It is expressly understood that the enforcement of the terms and 
conditions and all rights of action related to enforcement shall be strictly reserved to the County and 
Contractor. Nothing contained in this contract shall give or allow and claim or right of action 
whatsoever by any other third person.  

 

23. Fiscal Controls. Contractor shall adhere to the accounting requirements, financial reporting, and 
internal control standards as described in the Auditor-Controller Contract Accounting and 
Administration Handbook, (Handbook) which contains the minimum required procedures and 
controls that must employed by Contractor’s accounting and financial reporting system, and which 
is incorporated herein by reference. Contractor shall require subcontractors to adhere to the 
Handbook for any services funded through this contract, unless otherwise agreed upon in writing by 
County.  
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  A. The Handbook is available at http://www.slocounty.ca.gov/AC/, under Policies and 
Procedures or at the Auditor-Controller's Office, 1055 Monterey Street Room D220, County 
Government Center, San Luis Obispo CA, 93408,  

 

  B. The Office of Management and Budget (OMB) circulars are available at 
http://www.whitehouse.gov/omb/circulars.  

 

24. State Audit. Pursuant to California Government Code section 8546.7, every County contract 
involving the expenditure of funds in excess of ten thousand dollars ($10,000) is subject to 
examination and audit of the State auditor for a period of three years after final payment under the 
contract. Contractor shall permit the State Auditor to have access to any pertinent books, 
documents, papers and records for the purpose of said audit. 

 

25. Tax Information Reporting. Upon request, Contractor shall submit its tax identification number or 
social security number, whichever is applicable, in the form of a signed W-9 form, to facilitate 
appropriate fiscal management and reporting. 
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EXHIBIT B – STATEMENT OF WORK 

Insert the project’s statement of work here… 
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EXHIBIT C – COMPENSATION 

 

Maximum Compensation Amount 

The maximum amount of this contract shall not exceed $xxx,xxx.xx .  
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EXHIBIT D - SPECIAL CONDITIONS 

 

1. Termination for Cause. If the County determines that there has been a material breach of this 
Contract by Contractor that poses a threat to health and safety, the County may immediately 
terminate the Contract. In addition, if any of the following occur, County shall have the right to 
terminate this Contract effective immediately upon giving written notice to the Contractor: 

 
a. Contractor fails to perform his duties to the satisfaction of the County; or 
b. Contractor fails to fulfill in a timely and professional manner his obligations under this 

Contract; or 
c. Contractor fails to exercise good behavior either during or outside of working hours that is 

of such a nature as to bring discredit upon the County; or 
d. Any requisite licenses or certifications held by Contractor are terminated, suspended, 

reduced, or restricted; or 

e. Contractor has not, to the satisfaction of the County, documented or has not sufficiently 
documented services provided by Contractor, which includes without limitation, failure to 
meet industry standards or failure to satisfy any special requirements needed by third party 
payors or federal or state funding agencies; or. 

 f. Contractor has failed or refused to furnish information or cooperate with any inspection, 
review or audit of Contractor's program or County's use of Contractor's program. This 
includes interviews or reviews of records in any form of information storage. 

   

All obligations to provide services shall automatically terminate on the effective date of 
termination. For all other material breaches of this Contract, County must give Contractor written 
notice setting forth the nature of the breach. If Contractor fails to remedy said breach within ten (10) 
calendar days from the date of the written notice, County may terminate the Contract. Contractor 
shall thereafter have no further rights, powers, or privileges against County under or arising out of 
this Contract.  

 

In the event a breach does not result in termination, but does result in costs being incurred 
by County, said costs shall be charged to and paid by Contractor, which costs may include, but are 
not limited to, costs incurred by County in investigating and communicating with Contractor 
regarding said breach, including staff time. 
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2. Termination for Convenience. Either party may terminate this Contract at any time by  

giving the other party at least _____ [insert number] calendar day’s written notice of termination for 
convenience (“Notice of Termination for Convenience”). Termination for convenience shall be 
effective at 11:59 p.m., Pacific Standard Time, on the intended date for termination (the 
“Termination Date”). The terminating party shall deliver to the other party a notice specifying the 
date upon which such termination will become effective, which shall be at least _____calendar days 
after the date of the notice. Termination for convenience shall have no effect upon the rights and 
obligations of the parties arising out of any services which were provided prior to the effective date 
of such termination. Contractor shall be paid for all work satisfactorily completed prior to the 
effective date of termination. After receiving a Notice of Termination for Convenience, Contractor 
shall, unless directed by County, place no further subcontracts for services or materials, terminate 
all subcontracts to the extent they relate to the work terminated, and settle all outstanding liabilities 
arising from the termination of subcontracts.  

3. Power to Terminate. Termination of this Contract may be effectuated by the Director of 
_________[insert department] without the need for action, approval, or ratification by the Board of 
Supervisors. 

4. Standard of Performance. The parties acknowledge that the County, in selecting Contractor to 
perform the services hereunder, is relying upon the Contractor’s reputation for excellence in the 
performance of the services required hereunder. The Contractor shall perform the services in the 
manner of one who is a recognized specialist in the types of services to be performed.  

5. Amendments without Board Action. The Board of Supervisors delegates to the Director of 
______________ [insert department] the authority to amend the Contract to provide for additional 
services and increase compensation to Contractor in an amount not to exceed the lesser of the 
following amounts: ten percent (10%) of the Contract total or twenty-five thousand dollars 
($25,000.00). The Board of Supervisors delegates the authority to the Director of 
_______________________ [insert department] to amend this Contract to exchange types of 
services at the rates listed for each respective service. Any amendment made pursuant to a 
delegation of authority will only be effective if, prior to the commencement of services, the 
amendment is memorialized in writing, is approved by County Counsel, and is signed by the 
Director of ___________ [insert department]. Except as expressly provided herein, no contractual 
provision may be modified under this delegation of authority. 

 

6. Disentanglement. Contractor warrants that in the event of any expiration or termination of this 
Contract, Contractor will take all actions necessary to accomplish a complete and timely transition 
to the County, or to any replacement provider, of the Services being terminated (a 
“Disentanglement”) without any material impact on the Services. Contractor shall cooperate with 
County and otherwise take all steps reasonably required to assist County in effecting a complete 
and timely Disentanglement. Contractor shall provide County with all information regarding the 
Services or is otherwise needed for Disentanglement.  

 

7. California Title 24, Energy Standards. Contractor recognizes that the State of California 
Administrative Code, Title 24 contains mandatory standards and policies relating to energy 
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efficiency in the state energy conservation plan, and recognizes it may have applicability to 
Contractor. 

 

  

8. Compliance re: Environmental Laws. For contracts in excess of $100,000 Contractor shall 
comply with Section 306 of the Clean Air Act (42 U.S.C. § 1857(h)), Section 508 of the Clean Water 
Act, (33 U.S.C. 1368), Executive Order 11738 and Environmental Protection Agency regulations, 
(40 C.F.R. Part 15). 

 

 
9. Confidentiality. During the course of the project, Vendor may be exposed to sensitive or 

confidential information regarding residents of the County of San Luis Obispo. Accordingly, vendor 
and its employees may be subject to a background check and may be required to sign a 
confidentiality agreement, either prior to or concurrently with entering into a contract with County. 
Contractor will not use the Confidential Information for any purpose other than to facilitate the 
services contemplated by this Agreement (the "Purpose"). Contractor will not: (1) disclosure 
Confidential Information to any employee or contractor of Contractor under such person needs 
access in order to facilitate the Purpose and executes a nondisclosure agreement with Contractor, 
with terms no less restrictive than those of this Section; or (2) disclose any Confidential Information 
to any other third party without County's prior written consent. Without limiting the generality of the 
foregoing, Contractor will protect the Confidential Information with the same degree and care it 
uses to protect its own confidential information of similar nature and importance, but no less than 
reasonable care. Contractor will notify County in writing of any misuse or misappropriation of 
Confidential Information that comes to Contractor's attention. Notwithstanding the foregoing, 
Contractor may disclose Confidential Information as required by applicable law or by proper legal or 
governmental authority. In such case, Contractor shall give County advanced written notice, 
sufficiently in advance, to allow County to seek a protective order or otherwise to contest such 
required disclosure, and shall reasonably cooperate in such effort, at County's expense.  For 
purposes of this Paragraph, "Confidential Information" means the following: (1) any document 
County marks "Confidential", (2) any information County orally designates as "Confidential" at the 
time of disclosure, provided County confirms such designation in writing within ten (10) business 
days after such designation; (3) any confidential or private citizen information within the possession 
of the County 

 


