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CONTRIBUTION AGREEMENT 
BY AND BETWEEN THE 

CITY OF SANTA CLARA, CALIFORNIA 
AND 

SANT A CLARA UNIFIED SCHOOL DISTRICT 

This Agreement ("Agreement") is by and between the City of Santa Clara, California, a 
chartered California municipal corporation, with its principal place of business located at 1500 
Warburton Avenue, Santa Clara, California 95050 ("City"), and Santa Clara Unified School 
District, a California public school district, with its principal place of business located at 1889 
Lawrence Road, Santa Clara, California 95052 ("Recipient"). City and Recipient may be referred 
to herein individually as a "Party" or collectively as the "Parties" or the "Parties to this 
Agreement." 

RECITALS 

Whereas: 

1. As one of its functions as a chartered municipal corporation, City seeks to encourage, 
protect and enhance the health, safety, welfare and general good of the City and its 
citizens as well as improve the general quality of life for its citizens; and, 

2. The City Council approved the budget on June 26, 2018, and desired to support the 
community's ability to fund Santa Clara Unified School District Family Child Education 
Services before and after school child care programs to serve older children grades 
Kindergarten through fifth grade. 

3. City desires to utilize the experience and ability of Recipient in helping to provide 
cultural, educational, recreational and entertainment opportunities for the general good of 
all. 

In consideration for the above referenced recitals and the following mutual covenants, 
agreements and obligations of the Parties, the Recipient and City agree as follows: 

AGREEMENT PROVISIONS 

1. Incorporation of Preamble and Recitals 

The Parties to this Agreement agree and attest to the truth and accuracy of the provisions 
contained in the Preamble and Recitals set forth above. The provisions of the Preamble 
and Recitals are hereby incorporated and made a part of this Agreement by this reference. 
The Parties agree that this Agreement has been entered into, at least in part, in 
consideration of the provisions contained in the Preamble and Recitals, as well as the 
provisions contained in the balance of this Agreement. 
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2. Nature of Agreement 

City agrees to contribute an amount set f01ih in this Agreement ("Contribution") to 
Recipient, in consideration for Recipient's performance of the Activities described below 
and full compliance with all of the terms and conditions of this Agreement. 

3. Duties of Recipient 

In consideration for the receipt of funds to be paid to Recipient by City, Recipient shall 
perfonn all of the described work, services and activities required to present or to bring 
about the event( s) described in Exhibit A ( collectively refened to herein as the 
"Services"), entitled, "Description of Recipient's Activities and Obligations," (the 
"Activities"), attached and incorporated by this reference. 

4. Payment of Contribution 

Recipient shall perform all of the Services under this Agreement as a condition precedent 
to the City's delivery of the fund ("Contribution") referenced in Exhibit B, entitled, 
"Amount of Contribution, Terms of Payment and Restrictions," attached and 
incorporated by this reference. Upon Recipient's compliance with the tenns and 
conditions of this Agreement, City will contribute to Recipient the amount set forth in 
Exhibit B. The Contribution paid to Recipient shall not be used for any other purpose 
than to pay expenses, ( or if said expenses have already been paid by Recipient, then for 
reimbursement of same to Recipient) related to the Activities. None of the City's 
Contribution will be used to pay for any expenses of Recipient incuned before the 
Effective Date. 

5. Limitation of Financial Responsibility 

In no event shall City's share of the Recipient's expenses related to the Services and 
Activities provided under this Agreement exceed the amount set forth in Exhibit B. In no 
event will Recipient have the right or power to pledge the credit of City or incur any 
obligation in the name of City. 

6. Records and Documentation 

Within thirty (30) days following the conclusion of Recipient's perfomrnnce of the 
Activities required under this Agreement, Recipient shall deliver to the City a written 
detailed accounting statement showing all receipts and disbursements received or made in 
connection with the provision of the Activities for City review and/or audit. This 
accounting statement shall provide expense summary documentation to the satisfaction of 
the City Manager. If any of the funds listed in Exhibit B are not expended on the 
Activities pursuant to the terms of this Agreement, the unspent funds shall be returned to 
the City concunently with submittal of said accounting statement. 
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7. Independent Contractor Status 

It is agreed that during the performance of the Services and Activities required under the 
terms and conditions of this Agreement, Recipient, and any person(s) who is either 
employed by or contracted with Recipient to furnish labor and/or materials, either work 
as volunteer or as a paid employee, shall be deemed not to be an employee, contractor or 
agent of City. Recipient has full rights to manage its employees, volunteers and 
contractors subject to the requirements of the law. The means by which the Services and 
Activities shall be accomplished is under the sole care, custody and control of Recipient. 

8. Hold Harmless/Indemnification 

Recipient agrees to protect, defend, hold harmless and indemnify City, its City Council, 
commissions, officers, agents and employees from and against any claim, injury, liability, 
loss, cost and/or expense or damage, however same may be caused, including all costs 
and reasonable attorney's fees in providing a defense to any claim arising therefrom for 
which City may become legally liable arising from Recipient's acts, errors or omissions, 
with respect to or in any way connected with the prosecution of the activities of Recipient 
pursuant to this Agreement, except for any acts, errors or omissions with respect to or in 
any way connected with or arising out of the activities of City pursuant to this 
Agreement. 

9. Insurance Requirements 

Prior to commencement of any of the activities described in this Agreement and during 
its entire tenn, Recipient shall provide and/or maintain, in full force and effect, the 
following insurance policies: 

A. commercial general liability policy (bodily injury and property damage); 
B. worker's compensation employers' liability policy; and, 
C. comprehensive automobile liability insurance policy (if applicable). 

Said insurance policies shall be maintained, with respect to any employees of Recipient 
and any of its vehicles assigned to the performance of services under this Agreement with 
coverage amounts, (including the required endorsements, certificates of insurance and 
coverage verification), as defined in Exhibit C, attached hereto and incorporated herein 
by reference. No third party or parties shall have any claim or right of action under this 
Agreement for any cause whatsoever. 

10. Nonassignment 

Except as expressly agreed in writing by City, all Activities provided and Services 
required to be rendered under this Agreement shall be performed by Recipient. Recipient 
shall not otherwise subcontract or delegate to others the Activities to be performed under 
this Agreement. 
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11. Time of Performance/Termination 

All Services under this Agreement are to commence upon the Effective Date, and shall 
continue through June 30, 2019, unless sooner terminated in accordance with the terms of 
this Agreement. The time allotted for the completion of the Services and Activities 
required under this Agreement may be extended by mutual agreement of the Parties for 
such additional period of time as the City may detem1ine to be in the public interest. This 
Agreement may be terminated by either Party upon ten (10) calendar days written notice 
to the other, without cause. In the event of any termination, City shall reimburse 
Recipient for all services actually performed and/or all expenses actually incun-ed under 
this Agreement, to date of termination, and such payment shall constitute full payment 
and there shall be no other charge. Upon request of City, Recipient shall provide City 
with copies of all documents prepared by Recipient as well as all receipts and proof of 
expenditures being requested for reimbursement. 

12. Notices 

All notices to the Parties shall, unless otherwise requested in writing, be sent to City 
addressed as follows: 

City of Santa Clara 
Office of the City Manager 
1500 Warburton A venue 
Santa Clara, CA 95050 

Or by facsimile at ( 408) 241-6771 

And to Recipient addressed as follows: 

Recipient's notice address: 
Name: Santa Clara Unified School District 
Address: 1889 Lawrence Road 

Santa Clara, California 95052 

Or by facsimile at (408) 423-3688 

13. Captions 

The captions of the various sections, paragraphs and subparagraphs are for convenience 
only and shall not be considered or refen-ed to in resolving questions of interpretation. 
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14. Statutes and Law Governing Contract 

This Agreement shall be governed and constrned in accordance with the statutes and laws 
of the State of California. 

15. Other Agreements 

This Agreement shall not prevent either Party from entering into similar agreements with 
others. 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Ill 

Contribution Agreement - Santa Clara Unified School District (Extended Day/Latchkey) 
Rev: 02-01-15 

Page 5 of6 



The Parties acknowledge and accept the terms and conditions of this Agreement as evidenced by 
the following signatures of their duly authorized representatives. The Effective Date is the date 
that the final signatory executes the Agreement. It is the intent of the Parties that this Agreement 
shall become operative on the Effective Date. 

CITY OF SANTA CLARA, CALIFORNIA, 
a chartered California municipal corporation 

APPROVED AS TO FORM: 

BRIAN DOYLE 
City Attorney 

ATTEST: 

JENNIFER Y AMAGUMA 
Acting City Clerk 

"CITY" 

DEANNAJ. SANTANA 
City Manager 
1500 Warburton Avenue 
Santa Clara, CA 95050 
Telephone: (408) 615-2210 
Fax: (408) 241-6771 

SANTA CLARA UNIFIED SCHOOL DISTRICT 
A CALIFORNIA PUBLIC SCHOOL DISTRICT 

Dated: ~ - / <?" 

By: =4=··~==~=7~==.:-.=&;(=-=·0====== 
Name: Dr. Stanley Rose III 

Title: Superintendent 

Local Address: 1889 Lawrence Road 

Santa Clara, California 95052 

Email Address: srose@scusd.net 

Telephone: ( 408) 423-2005 

Fax: ( 408) 423-3688 
"RECIPIENT" 

I:\Parks\Agreements\SCUSD\Latchkey\SCUSD Latchkey 18-19.doc 
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CONTRIBUTION AGREEMENT 
BY AND BETWEEN THE 

CITY OF SANTA CLARA, CALIFORNIA 
AND 

SANTA CLARA UNIFIED SCHOOL DISTRICT 

EXHIBIT A 

DESCRIPTION OF RECIPIENT'S ACTIVITIES AND OBLIGATIONS 

Santa Clara Unified School District is requesting funding in the amount of One Hundred Eight 
Thousand, Four Hundred Fifty Dollars ($108,450) from the City of Santa Clara. These funds will 
support serving older children (Kindergarten through Fifth Grade) in before and after school 
child care at Family Child Education Services Extended Day/Latchkey programs at Bracher, 
Hughes, Montague, Pomeroy, Westwood, Don Callejon, Sutter, Central Park, and Haman 
Schools during the 2018-2019 school year. 

A. Grantee will provide a brief written narrative summary of both qualitative and 
quantitative activities of the before and after school programs for each quarter of the 
Agreement, such as descriptions of activities and numbers of participants in the program 
at each site. The quarters are divided up in to the following time periods: July -
September 2018; October-December 2018, January- March 2019; April -June 2019. 

B. The narrative should accompany any request for payment. 
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CONTRIBUTION AGREEMENT 
BY AND BETWEEN THE 

CITY OF SANTA CLARA, CALIFORNIA 
AND 

SANT A CLARA UNIFIED SCHOOL DISTRICT 

EXHIBIT B 

AMOUNT OF CONTRIBUTION, TERMS OF PAYMENT AND RESTRICTIONS 

Amount of Contribution. 

Pursuant to the terms of this Agreement upon presentation of bills therefore, City will contribute 
to Recipient toward the payment of the expenses of Santa Clara Unified School District Family 
Child Education Services Extended Day/Latchkey program an amount not to exceed One 
Hundred Eight Thousand Four Hundred Fifty Dollars ($108,450). 

Tem1s of Payment. 

Provided sufficient verified receipts are submitted to City for the Extended Day/Latchkey 
program noted above, the City shall issue the Recipient check(s) for reimbursement of valid 
expenditures not to exceed One Hundred Eight Thousand Four Hundred Fifty Dollars 
($108,450). The City shall issue the Recipient two checks bi-annually within the period of 
July 1, 2018, to June 30, 2019, each for Fifty-Four Thousand, Two Hundred Twenty-Five 
Dollars ($54,225) upon receipt of proper written narrative summaries, as set fmih in Exhibit A. 

The expenses related to the aforementioned program is subject to audit. 

Restrictions. 

Monies disbursed by the City to the Santa Clara Unified School District pursuant to this 
Agreement shall be used exclusively for the expenses occurred for the Extended Day/Latchkey 
program. 
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CONTRIBUTION AGREEMENT 
BY AND BETWEEN THE 

CITY OF SANT A CLARA, CALIFORNIA 
AND 

SANT A CLARA UNIFIED SCHOOL DISTRICT 

EXHIBIT C 

INSURANCE REQUIREMENTS 

Without limiting the Recipient's indemnification of the City, and prior to commencing the 
Services and the disbursements of contributions under this Agreement, the Recipient shall 
provide and maintain in full force and effect, at its sole cost and expense, the following insurance 
policies with at least the indicated coverages, provisions and endorsements: 

A. COMMERCIAL GENERAL LIABILITY INSURANCE 

1. Commercial General Liability Insurance policy which provides coverage at least 
as broad as Insurance Services Office f01m CG 00 01. Policy limits are subject to 
review, but shall in no event be less than, the following: 

$1,000,000 each occunence 
$1,000,000 general aggregate 
$1,000,000 products/completed operations aggregate 
$1,000,000 personal injury 

B. BUSINESS AUTOMOBILE LIABILITY INSURANCE 

Business automobile liability insurance policy which provides coverage at least as broad 
as ISO form CA 00 01 with policy limits a minimum limit of not less than one million 
dollars ($1,000,000) each accident using, or providing coverage at least as broad as, 
Insurance Services Office fonn CA 00 01. Liability coverage shall apply to all owned, 
non-owned and hired autos. 

C. WORKERS' COMPENSATION 

1. Workers' Compensation Insurance Policy as required by statute and employer's 
liability with the following limits: at least one million dollars ($1,000,000) policy 
limit Illness/Injury by disease, and one million dollars ($1,000,000) for each 
Accident/Bodily Injury. 

2. The indemnification and hold harmless obligations of Recipient included in this 
Agreement shall not be limited in any way by any limitation on the amount or 
type of damage, compensation or benefit payable by or for Recipient under any 
Workers' Compensation Act(s), Disability Benefits Act(s) or other employee 
benefits act(s). 
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D. COMPLIANCE WITH REQUIREMENTS 

All of the following clauses and/or endorsements, or similar provisions, must be part of 
each commercial general liability policy, and each umbrella or excess policy. 

I. Additional Insureds. City of Santa Clara, its City Council, commissions, officers, 
employees, volunteers and agents are hereby added as additional insureds in 
respect to liability arising out of Recipient's operations, using either Insurance 
Services Office (ISO) Endorsement CG 20 10 03 97, CG 20 26 11 85, or its 
equivalent. 

2. Cancellation. 

a. Each insurance policy shall contain language or be endorsed to reflect that 
no cancellation or modification of the coverage provided due to non­
payment of premiums shall be effective until written notice has been given 
to City at least ten (10) days prior to the effective date of such 
modification or cancellation. In the event of non-renewal, written notice 
shall be given at least ten (10) days prior to the effective date of non­
renewal. 

b. Each insurance policy shall contain language or be endorsed to reflect that 
no cancellation or modification of the coverage provided for any cause 
save and except non-payment of premiums shall be effective until written 
notice has been given to City at least thirty (30) days prior to the effective 
date of such modification or cancellation. In the event of non-renewal, 
written notice shall be given at least thirty (30) days prior to the effective 
date of non-renewal. 

3. Other Endorsements. Other endorsements may be required for policies other than 
the commercial general liability policy if specified in the description of required 
insurance set forth in Sections A through D of this Exhibit C, above. 

E. ADDITIONAL INSURANCE RELATED PROVISIONS 

Recipient and City agree as follows: 

The City reserves the right to withhold payments to the Recipient in the event of material 
noncompliance with the insurance requirements set forth in this Agreement. 

F. EVIDENCE OF COMPLIANCE 

Recipient or its insurance broker shall provide the required proof of insurance 
compliance, consisting of Insurance Services Office (ISO) endorsement forms or their 
equivalent and the ACORD form 25-S certificate of insurance (or its equivalent), 
evidencing all required coverage shall be delivered to City, or its representative as set 
forth below, at or prior to execution of this Agreement. Upon City's request, Recipient 

Contribution Agreement - Santa Clara Unified School District (Extended Day/Latchkey)/Exhibit C Page 2 of3 



shall submit to City copies of the actual insurance policies or renewals or replacements. 
Unless otherwise required by the terms of this Agreement, all certificates, endorsements, 
coverage verifications and other items required to be delivered to City pursuant to this 
Agreement shall be mailed to: 

EBIX Inc. 
City of Santa Clara [Parks & Recreation Department] 
P.O. Box 100085 - S2 or 1 Ebix Way 
Duluth, GA 30096 John's Creek, GA 30097 

Telephone number: 
Fax number: 
Email address: 

G. QUALIFYING INSURERS 

951-766-2280 
770-325-0409 
ctsantaclara@ebix.com 

All of the insurance companies providing insurance for Recipient shall have, and provide 
written proof of, an A. M. Best rating of at least A minus 6 (A- VI) or shall be an 
insurance company of equal financial stability that is approved by the City or its 
insurance compliance representatives. 
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CONTRIBUTION AGREEMENT 
BY AND BETWEEN THE 

CITY OF SANT A CLARA, CALIFORNIA 
AND 

SANTA CLARA UNIFIED SCHOOL DISTRICT 

EXHIBITD 

ETHICAL STANDARDS FOR CONTRACTORS SEEKING TO ENTER INTO 
AN AGREEMENT WITH THE CITY OF SANTA CLARA, CALIFORNIA 

Termination of Agreement for Certain Acts. 

H. The City may, at its sole discretion, tenninate this Agreement in the event any one or 
more of the following occurs: 

1. If a Contractor' does any of the following: 

a. Is convicted2 of operating a business in violation of any Federal, State or 
local law or regulation; 

b. Is convicted of a crime punishable as a felony involving dishonesty3; 

c. Is convicted of an offense involving dishonesty or is convicted of fraud or 
a criminal offense in connection with: (1) obtaining; (2) attempting to 
obtain; or, (3) performing a public contract or subcontract; 

d. Is convicted of any offense which indicates a lack of business integrity or 
business honesty which seriously and directly affects the present 
responsibility of a City contractor or subcontractor; and/or, 

e. Made (or makes) any false statement(s) or representation(s) with respect to 
this Agreement. 

For purposes of this Agreement, the word "Consultant" (whether a person or a legal entity) also refers to 
"Contractor" and means any of the following: an owner or co-owner of a sole proprietorship; a person who controls 
or who has the power to control a business entity; a general partner of a partnership; a principal in a joint venture; or 
a primary corporate stockholder [i.e., a person who owns more than ten percent ( 10%) of the outstanding stock of a 
corporation] and who is active in the day to day operations of that corporation. 

For purposes of this Agreement, the words "convicted" or "conviction" mean a judgment or conviction of a 
criminal offense by any court of competent jurisdiction, whether entered upon a verdict or a plea, and includes a 
conviction entered upon a plea ofnolo contendere within the past five (5) years. 

As used herein, "dishonesty" includes, but is not limited to, embezzlement, theft, forgery, bribery, 
falsification or destruction ofrecords, making false statements, failure to pay tax obligations, receiving stolen 
prope1iy, collusion or conspiracy. 
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2. If fraudulent, criminal or other seriously improper conduct of any officer, director, 
shareholder, partner, employee or other individual associated with the Contractor 
can be imputed to the Contractor when the conduct occurred in connection with 
the individual's performance of duties for or on behalf of the Contractor, with the 
Contractor's knowledge, approval or acquiescence, the Contractor's acceptance of 
the benefits derived from the conduct shall be evidence of such knowledge, 
approval or acquiescence. 

I. The City may also terminate this Agreement in the event any one or more of the 
following occurs: 

1. The City determines that Contractor no longer has the financial capability4 or 
business experience5 to perform the terms of, or operate under, this Agreement; 
or, 

2. If City determines that the Contractor fails to submit information, or submits false 
infonnation, which is required to perf01m or be awarded a contract with City, 
including, but not limited to, Contractor's failure to maintain a required State 
issued license, failure to obtain a City business license (if applicable) or failure to 
provide and maintain bonds and/or insurance policies required under this 
Agreement. 

J. In the event a prospective Contractor (or bidder) is ruled ineligible (debarred) to 
participate in a contract award process or a contract is te1minated pursuant to these 
provisions, Contractor may appeal the City's action to the City Council by filing a written 
request with the City Clerk within ten (10) days of the notice given by City to have the 
matter heard. The matter will be heard within thirty (30) days of the filing of the appeal 
request with the City Clerk. The Contractor will have the burden of proof on the appeal. 
The Contractor shall have the opportunity to present evidence, both oral and 
documentary, and argument. 

4 Contractor becomes insolvent, transfers assets in fraud of creditors, makes an assignment for the benefit of 
creditors, files a petition under any section or chapter of the federal Bankruptcy Code (11 U.S.C.), as amended, or 
under any similar law or statute of the United States or any state thereof, is adjudged bankrupt or insolvent in 
proceedings under such laws, or a receiver or trustee is appointed for all or substantially all of the assets of 
Contractor. 

Loss of personnel deemed essential by the City for the successful performance of the obligations of the 
Contractor to the City. 
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CONTRIBUTION AGREEMENT 
BY AND BETWEEN THE 

CITY OF SANT A CLARA, CALIFORNIA 
AND 

SANTA CLARA UNIFIED SCHOOL DISTRICT 

EXHIBITE 

AFFIDAVIT OF COMPLIANCE WITH ETHICAL STANDARDS 

I hereby state that I have read and understand the language, entitled "Ethical Standards" set forth 
in Exhibit D. I have the authority to make these representations on my own behalf or on behalf of 
the legal entity identified herein. I have examined appropriate business records, and I have made 
appropriate inquiry of those individuals potentially included within the definition of "Contractor" 
contained in Ethical Standards at footnote 1. 

Based on my review of the appropriate documents and my good-faith review of the necessary 
inquiry responses, I hereby state that neither the business entity nor any individual(s) belonging 
to said "Contractor" category [i.e., owner or co-owner of a sole proprietorship, general partner, 
person who controls or has power to control a business entity, etc.] has been convicted of any 
one or more of the crimes identified in the Ethical Standards within the past five (5) years. 

The above asse1tions are trne and conect and are made under penalty of pe1jury under the laws 
of the State of California. 

SANTA CLARA UNIFIED SCHOOL DISTRICT 
A CALIFORNIA PUBLIC SC OL DISTRICT 

I 

Name: Dr. Stanley Rose III 

Title: Superintendent 

NOTARY'S ACKNOWLEDGMENT TO BE ATTACHED 

Please execute the affidavit and attach a notary public's acknowledgment of execution of the affidavit by the 
signatory. If the affidavit is on behalf of a corporation, partnership, or other legal entity, the entity' s complete legal 
name and the title of the person signing on behalf of the legal entity shall appear above. Written evidence of the 
authority of the person executing this affidavit on behalf of a corporation, partnership, joint venture, or any other 
legal entity, other than a sole proprietorship, shall be attached. 
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CALIFORNIA ALL- PURPOSE 
CERTIFICATE OF ACKNOWLEDGMENT 

A notary public or other officer completing this certificate verifies only the identity 
of the individual who signed the document to which this certificate is attached, 
and not the truthfulness, accuracy, or validity of that document. 

State of California 

County of S o..&o. c_\ Q r:S 

On Sef±. I D, 20\ i before me, 

} 

} 

ch Y) ~~J.,~9nameaD,u19.ID~te.d(_ ' 
personally appeared __;~ ~ =.J1.....1..:~=--i.------1.!i...:::::="'""----=------------r-----

who {{~v,e~ to me on the basis of satisf ctory evidence to be the perso whose 
name(S.) ~ ubscribed to the wiJhin instrument and acknowledged to me that 
~ y executed the same in ~ ttreir authorized capacity~ and that by 
~ her/tl,eiN>ignatur~ s) on the instrument the person~ or the entity upon behalf of 
which the person~ cted, executed the instrument. 

I certify under PENAL TY OF PERJURY under the laws of the State of California that 
the foregoing paragraph is true and correct. 

WITt,J ESS mi hand and official seal. 

k>lt "'----(Notary Public Seal) 

INSTRUCTIONS FOR COMPLETING THIS FORM 
ADDITIONAL OPTIONAL IN FORMATION This form complies with current California statutes regarding 110/01)' wording and, 

DESCRIPTION OF THE ATTACHED DOCUMENT if needed, should be completed and al/ached lo the document. Acknowledgments 
from other stales 11wy be completed for documents being sent lo that stale so long 
as the wording does not require the California 110/01)' to violate California nota1J' 
law. 

(Title or description of attached document) 

(Tille or description of attached document continued) 

Number of Pages __ Document Date ___ _ 

CAPACITY CLAIMED BY THE SIGNER 
O Individual (s) 
O Corporate Officer 

(Title) 
O Partner(s) 
O Attorney-in-Fact 
o Trustee(s) 
o Other _________ _ 

2015 Version www.NolaryClasses.com 800-873-9865 

• State and County infonnation must be the State and County where the document 
signer(s) personally appeared before the notaty public for acknowledgment. 

• Date of notarization must be the date that the signer(s) personally appeared which 
must also be the same date the acknowledgment is completed. 

• The notary public must print his or her name as it appears wit hin his or her 
commission followed by a comma and then your title (notary public) . 

• Print the namc(s) of document signcr(s) who personally appear at the time of 
notarization . 

• Indicate the correct singular or plural fom1s by crossing off incorrect fonns (i .e. 
he/she/they, is /1tre) or circling the correct fonns. Failure to correct ly indicate this 
infonnation may lead to rejection of document recording. 

• The notary seal impression must be clear and photographically reproducible. 
Impress ion must not cover text or lines. If sea l impression smudges, re-seal if a 
sufficient area pennits, otherwise complete a different acknowledgment form. 

• Signature of the notary public must match the signature on fil e with the office of 
the county clerk. 

•!• Additiona l infonnation is not required but could help to ensure this 
acknowledgment is not misused or attached to a different document. 

•!• Indicate title or type of attached document, number of pages and date. 
•!• Indicate the capacity claimed by the signer. If the claimed capacity is a 

corporate officer, indicate the title (i.e. CEO, CFO, Secretary). 
• Securely attach this document to the signed document with a staple. 


