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Agency Name and Division Within the Agency Requesting the Information:
California Department of Transportation, Division of Procurement and Contracts, Office 2
Title of Official Responsible for Information Maintenance:
Support Staff, Protest and Policy at the Division of Procurement and Contracts at (279) 234-2382, or in writing at Office 2, 1727 30th Street, MS 65, Sacramento, CA 95816, or by email at NonIT.Contracts@dot.ca.gov
Maintenance of the Information Authorized By: 
California Constitution, Article 1, Section 1 Government Code Section 11015.5 Health Insurance Portability and Accountability Act (HIPAA) of 1996 – Privacy Rule Information Practices Act (Civil Code Section 1798 et seq.) Public Records Act (Government Code Section 6250 et seq.) State Administrative Manual (SAM) Section Privacy - 5310 et seq. Statewide Information Management Manual (SIMM) 5310-A and 5310-B National Institute of Standards and Technology (NIST) Special Publication 800-53
Consequences of Not Providing All or Any Part of the Requested Information:
Disclosure of this information is mandatory. Failure to provide information will prevent eligibility in the program and delay or prevent the processing of this form.
Principal Purpose(s) for Which the Information Will Be Used:
The request for personal information is to facilitate processing this form and review eligibility for the program.
Known Disclosures:
The information shall be disclosed to authorized California Department of Transportation employees and the information will remain confidential.
Right of Access to Records:
Individuals have the right to access information provided and may request a correction or deletion of records. Exceptions may include, but are not limited to, investigations and public transparency laws. Personal Information will only be disclosed as permitted by the Information Practices Act, Civil Code, §§ 1798–1798.83, or as otherwise required by law. To request access to, or to request correction or deletion of, information provided in this form you may contact the Official Responsible for Information Maintenance identified above.
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Service Agreement Number
DEPARTMENT OF TRANSPORTATION, hereafter called Caltrans.
or upon Division of Procurement and Contracts (DPAC) approval, whichever is
.
$
$
$
$
$
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This Agreement is entered between
(Caltrans or Department).
The  agrees to provide the following services:
This Agreement is of no effect unless approved by Caltrans. Contractor shall not receive payment for work performed prior to approval of the Agreement and before receipt of notice to proceed by the Contract Manager. This Agreement shall         .
The parties may amend this agreement as permitted by law.
Subcontracting is not permitted under this Agreement. All references to subcontracting or subcontractors as found herein are not applicable to this Agreement.
The services shall be performed at
All inquiries during the term of this Agreement will be directed to the project representatives listed below:
Training Description and Schedule:
(Enter a brief description of the Training. Are Materials included? Specify either way.)
Course Name
Classroom
Hours
Days
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DOTADM-3015IA Service Agreement Under $10,000
Contract Manager's U10 Checklist, ADM-3015 Service Agreement Under $10,000, 


U10 Contracts have an estimated timeline of 10 business days after the Division of Procurement and Contracts Analyst has confirmed with the Contract Manager they have received a completed contract package
Completed U10 Contract Manager's Training? If the U10 Contract Manager's Training has not been completed, do not submit the contract package to DPAC.
Form   Using the most current version of the ADM-3015 in CEFS. (Refer to the instructions on page 1 in the ADM-3015)
Funding 
District No.
U10 Service Agreement No./AMS Advantage No. Both numbers entered on ADM-3015
Small Business/Micro Business/DVBE Certification (if applicable). Enter the Certification No. and Expiration Date
Enter the Contractor's License No. (Public Works Contracts Only)
Section 1 Fill in Caltrans Contractor's Name (Should match on all documents and include any DBAs)
Section 2 Term of Contract - Enter the start and end dates for the contract. Allow 10 days for processing.
Section 3 Maximum Amount Payable (Enter the total amount of the contract and applicable component charges)
Section 4 Payment Terms 
Check the box for Payment Terms.
Section 5 Scope of Work completed in Section 5 or attach Scope of Work
Check the boxes to indicate the entries are complete.                                                                        
NOTE: Public Works contracts cannot be for emergency or on-call services.NOTE: The ADM-4040 form will not be accepted as the Scope of Work.
In Witness Whereof, this Agreement has been executed by the parties identified below:
Signatures and Dates (ALL SECTIONS MUST BE COMPLETED)
Completed?          
I hereby certify upon my own personal knowledge that budgeted funds are available for the period and purpose of the expenditure stated above.
Interagency and University Transportation Center Agreements Only, Page 2, Scope of Work, Skip Sections 1 through 8 if not an Interagency or University Transportation Center Agreement
Interagency Agreements ONLY page 2 - Scope of Work (Skip sections 1 through 8 if not an Interagency Agreement)
Section 1         
Section 2         
Section 3
Section 4
Section 5
Section 6
Section 7   Training Description and Schedule
Yes, Section 7 Completed, Training Description and Schedule, Check Applicable Boxes
Section 8
Service Agreement Under $10,000 Requirements
Maximum Amount Term         U10 amount does not exceed $9,999.99 and/or the term does not exceed three (3) years.
Eligible Agreement Type          
Check Eligible Agreement Type
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Hazardous Services: Does not apply to pest control. Hazardous activities are activities performed by the contractor that may result in substantial risk of serious injury to persons or damage to property. Refer to SCM Vol.1 3.12 Hazardous Activities Contracts. NOTE: Contract Manager must contact ORIM prior to requesting quotes and/or awards to obtain the recommendation(s) for the insurance requirement(s).
Contact DGS at RiskManagement@dgs.ca.gov to obtain the recommendations.
Provide the recommendation and certification from DGS to DPAC.
ATTACHMENTS
ADM-3080 Conflict of Interest and Confidentiality Statement Certification
Attach Darfur Contracting Act signed by Contractor
Attach Non-Collusion Affidavit (Public Works only) signed by Contractor
Janitorial Services completed Questionnaire and DGS Memo – Contract Manager must send the FMD Questionnaire to DGS. Once DGS issues the memo to the Contract Manager, provide DPAC a copy of the completed questionnaire and memo with the contract submittal package.
Attach current Contract Manager Training Certificate and U10 Contract Manager’s Training Certificate. The training must be completed annually.
Attach Justification for Contracting Out
Completed U10 Agreement Contract Manager’s Checklist
Completed U10 Agreement Contract Manager’s Checklist
AMS ADVANTAGE
Encumber the funds by entering a CT in Advantage. Refer to:  
The CT in AMS Advantage must be in the “Final Status” stage.Maximum Amount Payable requested on the ADM-3015, section 3 must match the amount quoted by the vendor and amount listed in Advantage.
FAIR AND REASONABLE
Fair and Reasonable Justification (check the applicable box)
Refer to                              Contracts Under Ten-Thousand Dollars – Price Quotation(s) forFair and Reasonable pricing.
QUOTES
AMENDMENTS
Amendments: 	

U10 CONTRACT SUBMITTAL EMAIL
Submit completed U10 Agreement Package to the U10.Contract.Submittal@dot.ca.gov email box.
CONTRACT DISTRIBUTION
Provide one (1) copy of approved Agreement to Contractor and two (2) copies to Division of Accounting. Give Contractor Notice to Proceed - (After the Contract Has Been Executed)
Provide 1 copy of approved Agreement to Contractor and 2 copies to Division of Accounting, Give Contractor Notice to Proceed, After the Contract has been executed
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1.
2.
3.
4.
SECTION B
The undersigned represents that, based upon his or her personal knowledge, information or belief the above justification correctly reflects the reasons why the contract satisfies Government Code  §19130(b).
Page 2 of 2
Statutory Justification
Cite specific statutory authority justifying contracting out. If there is no specific statute that authorizes contract, then services must be justified under a Government Code 19130 section. They are as follows:
(b)(1):    The functions contracted are exempted from civil service by Section 4 of Article VII of the California Constitution, which describes exempt appointments.
(b)(2):    The contract is for a new State function and the Legislature has specifically mandated or authorized the performance of work by independent contractors.
(b)(3):    The services contracted are not available within civil service, cannot be performed satisfactorily by civil service employees, or are of such a highly specialized or technical nature that the necessary expert knowledge, experience and ability are not available through the through the civil service system.
(b)(4):    The services are incidental to a contract for the purchase or lease of real or personal property. Contract under this criterion, known as “service agreements” shall include, but not be limited to, agreements to service or maintain office equipment or computers that are leased or rented.
(b)(5):   The legislative, administrative, or legal goals and purposes cannot be accomplished through the utilization of persons selected pursuant to the regular civil service system. Contracts are permissible under this criterion to protect against a conflict of interest or toensure independent unbiased findings in cases where there is a clear need for a different outside perspective. These contracts shallinclude, but not be limited to, obtaining expert witnesses in litigation.
(b)(6):    The nature of the work is such that the Government Code standards for emergency appointments apply. These contracts shall conformwith Article 8 (commencing with Govt. Code Section 19888) of Chapter 2.5 of part 2.6.
(b)(7):    State Agencies need private counsel because a conflict of interest on the part of the Attorney General’s Office prevents it fromrepresenting the agency without compromising its position. These contracts shall require the written consent of the Attorney General,pursuant to Govt. Code Section 11040.
(b)(8):    The contractor will provide equipment, materials, facilities, or support services that could not feasibly be provided by the State in thelocation where the services are performed.
(b)(9):    The contractor will conduct training courses for which appropriately qualified civil service instructors are not available, provided thatpermanent instructor positions in academies or similar settings shall be filled through civil service appointments.
(b)(10):   The services are of such an urgent, temporary, or occasional nature that the delay incumbent in their implementation under civil service would frustrate their very purpose.
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