CONTRACT# ITS/15-003
AGREEMENT FOR CITY WEBSITE REDESIGN SERVICES

THIS AGREEMENT is entered into this ___ day of , 2015, by and between the

CITY OF OCALA, a Florida municipal corporation (“City”) and VIP PACIFIC INC., d/b/a VISION

INTERNET PROVIDERS, a Florida registered, foreign California profit corporation (EIN: 95-4560860),
located at 2530 Wilshire Blvd., 2" Floor, Santa Monica, CA 90403 (“Vendor”).

WHEREAS:

The City of Ocala requested a quote under Federal General Services Administration

Contract# GS-07F-0509W for a vendor to redesign the City's website. Vision Internet Providers

responded, and was selected to provide these services.

NOW THEREFORE, in consideration of the matters set forth above (which are incorporated

herein by reference), the parties hereto agree as follows:

1.

SERVICES. The Vendor will provide all the services necessary to redesign the City’'s website as
described, and pursuant to the scope of service set forth on the attached Exhibit A - Scope

of Work, and within this agreement.

CONTRACT TIME. All provisions regarding Contract Time are essential to the performance of
this Contract. Work will be completed within one hundred eighty two (182) days of

commencement of work.

COMPENSATION. City shall pay Vendor for the performance of the work, and in accordance
with the contract documents, a maximum limiting amount of $53,000 (FIFTY THREE
THOUSAND DOLLARS, AND 00/100 CENTS) based on the pricing set forth below.

Compensation shall be made to the Contractor as described in Exhibit B - Method of

Compensation.

Consulting $6,480
Project Management $5,130
Design $4,250
Design Production $1,710
Dynamic Programming $5,805
HTML Programming $1,785
Quality Assurance $1,995
Training/Documentation $7,750
Content Migration $4,435
Onsite Consulting $4,860
Advanced Mega Menu $1,000
Yearly Maintenance Plan: VisionLive $7,800
Total: $53,000
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. INDEPENDENT CONTRACTOR STATUS. City expressly acknowledges the Vendor is an
independent contractor, and nothing in this Agreement is intended nor shall be construed to
create an agency relationship, an employer/employee relationship, a joint venture relationship,
or any other relationship allowing the City to exercise control or discretion over the manner

or method by which Vendor performs hereunder.

. ACCESS TO FACILITIES. City will provide Vendor with access to the Facilities so as to permit

Vendor to meet its obligations hereunder.

. INDEMNITY. Vendor shall indemnify City and its elected officials, employees and volunteers
against, and hold City and its elected officials, employees and volunteers harmless from, all
damages, claims, losses, costs, and expenses, including reasonable attorneys’ fees, which City
or its elected officials, employees or volunteers may sustain, or which may be asserted against
City or its elected officials, employees or volunteers, arising out of the activities contemplated
by this Agreement including, without limitation, harm or personal injury to third persons
during the term of this Agreement to the extent attributable to the actions of Vendor, its

agents, and employees.

. ADDITIONAL INSURED. The “City of Ocala” shall be added to all third party coverage
required by and provided for this contract as an "ADDITIONAL INSURED,” but only to the

extent of the risk obligations assumed hereunder by Vendor.

MISCELLANEOUS INSURANCE PROVISIONS.

A. Severability of Interests. Vendor shall arrange for its liability insurance to include, or be

endorsed to include, a severability of interests / cross liability provision, so that the “City
of Ocala” (where named as an additional insured) will be treated as if a separate policy

were in existence, but without increasing the policy limits.

B. Insurance Requirements. These insurance requirements shall not relieve or limit the

liability of the Vendor. The City does not in any way represent that these types or
amounts of insurance are sufficient or adequate to protect the Vendor's interests or
liabilities, but are merely minimums. No insurance is provided by the City under this

contract to cover the Vendor.
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C. Duplicate Coverage.

1. Insurance required of the Vendor or any other insurance of the Vendor shall be
considered primary and insurance or self-insurance of the City shall be considered

excess, as may be applicable to claims against the City which arise out of this contract.

2. Insurance written on a “Claims Made” form is not acceptable without City of Ocala

Risk Management consultation.

3. No work shall be commenced under this contract until the required Certificate(s) have
been provided. Work shall not continue after expiration (or cancellation) of the

Certificate and shall not resume until new Certificate(s) have been provided.

D. Deductibles. Vendor's deductibles/self-insured retentions shall be disclosed to the City
and may be disapproved by the latter. They shall be reduced or eliminated at the option
of the City. The Vendor is responsible for the amount of any deductible or self- insured

retention.

E. Certificates. Vendor shall provide a Certificate of insurance, issued by an agency
authorized to do business in the State of Florida and with an A.M. Best rating* of at least
A, showing the "City of Ocala” as an Additional Insured. The City of Ocala, Procurement
Department, 110 SE Watula Ave, Ocala, FL 34471 should be shown as the Certificate
Holder. Renewal certificates must also be forwarded to the Procurement Department prior
to the policy expiration. Ten (10) days written notice must be provided to the City of

Ocala’s Procurement Department in the event of cancellation.
*Non-rated insurers must be pre-approved by the City Risk Manager.

F. Failure to Maintain Coverage. In the event Vendor shall fail to obtain or maintain in full

force and effect any insurance coverage required to be obtained by Vendor under this

agreement, the Vendor shall be considered to be in default of this agreement.

LIABILITY INSURANCE. General liability insurance, with combined single limits of not less
than $1,000,000 per occurrence shall be provided and maintained by the Vendor. The only
aggregate limit acceptable is a “project aggregate” and the Certificate must show an

appropriate endorsement (ISO CG2501 or equal).

A. If the Commercial General Liability form is used:

1. Coverage A - shall include premises, operations, products and completed operations,
independent contractors, contractual liability covering this contract and broad form

property damage coverage.
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2. Coverage B - shall include personal injury.
3. Coverage C - medical payments, is not required.
B. If the Comprehensive General Liability form is used, it shall include at least:

1. Bodily Injury and Property Damage liability for premises, operations, products and
completed operations, independent contractors, and property damage resulting from

explosion, collapse or underground (XCU) exposures.

WORKERS’ COMPENSATION. Vendor shall purchase and maintain Workers’ Compensation
insurance for statutory requirements and employers liability limits of at least $1,000,000 each
accident and $1,000,000 each employee, $1,000,000 policy limit for disease, and shall be
responsible for ensuring that any subcontractor has statutory coverage. City need not be

named as an Additional Insured, but a subrogation waiver endorsement is required.

RELATIONSHIP OF PARTIES. Neither this Agreement, nor any term, provision, payment or
right hereunder shall in any way or for any purpose constitute or cause City to become or be
deemed a partner of Vendor in the conduct of its business, or otherwise, or to cause City to
become or be deemed a joint adventurer or a member of a joint enterprise with Vendor, as

City is and shall remain an independent contractor by reason of this Agreement.

TERMINATION. If the Vendor defaults in the performance or materially breaches any
provision of this Agreement, the City may, at its option, terminate this Agreement by giving
written notification thereof to the other party at least thirty (30) days in advance of
termination. Termination of this Agreement shall have no effect upon the rights of the parties

that accrued prior to termination.

DEFAULT. This Agreement is critical to the City and the City reserves the right to immediately
cancel either in whole or in part any portion of this Agreement due to failure of the Vendor
to carry out any obligation, term, or condition of the Agreement. The City will issue a written
notice of default effective immediately and not deferred by any interval of time. Default shall
be considered to be any act or failure to act on the part of the Vendor including, but not

limited to, any of the following:

A. Vendor fails to adequately perform the services set forth in the specifications of the

Agreement;
B. The Vendor provides material that does not meet the specifications of the Agreement;

C. Vendor fails to complete the work required within the time stipulated in the Agreement;

and



13.

14.

15.

CONTRACT# ITS/15-003
D. Vendor fails to make progress in the performance of the Agreement and/or gives the City
reason to believe that the Vendor will not or cannot perform to the requirements of the

Agreement.

REMEDIES/OPPORTUNITY TO CURE. If Vendor defaults on any provision of this Agreement,
City may, at its sole discretion, give written notice to Vendor detailing Vendor's violations and
giving Vendor an opportunity to cure the default. If such violation is not corrected to the
reasonable satisfaction of City within the time required by the City to cure the default, after
the date of notice of violation, the City may, without further notice, declare Vendor to be in
breach of this Agreement and pursue any and all remedies available at law or equity,
including termination of this agreement without further notice and all rights of vendor
hereunder. Notwithstanding City's termination of the Agreement, Vendor shall remain liable
to City for damages, costs, or attorney's fees arising prior to such termination. In case of
default, the City reserves the right to hire another vendor to complete the required work in
accordance with the needs of the City. City may recover any actual excess costs from the

Vendor by: (a) Deduction from an unpaid balance, (b) Any other remedy as provided by law.

WAIVER. The failure or delay of any party at any time to require performance by another
party of any provision of this Agreement, even if known, shall not affect the right of such
party to require performance of that provision or to exercise any right, power or remedy
hereunder. Any waiver by any party of any breach of any provision of this Agreement should
not be construed as a waiver of any continuing or succeeding breach of such provision, a
waiver of the provision itself, or a waiver of any right, power or remedy under this
Agreement. No notice to or demand on any party in any circumstance shall, of itself, entitle

such party to any other or further notice or demand in similar or other circumstances.

FORCE MAJEURE. Neither party shall be responsible for damages or delays caused by Force
Majeure or other events beyond the reasonable control of the party and which could not
reasonably have been anticipated or prevented. For purposes of this Agreement, Force
Majeure includes, but is not limited to, adverse weather conditions, floods, epidemics, war,
riot, lockouts, and other industrial disturbances; unknown site conditions, accidents, sabotage,
fire loss of or failure to obtain permits, unavailability of labor, materials, fuel, or services; court
orders; acts of God; acts, orders, laws, or regulations of the Government of the United States
or the several states, or any foreign country, or any governmental agency. In the event that
Force Majeure occurs, the parties shall mutually agree on the terms and conditions upon

which services may continue.
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ASSIGNMENT. Neither party may assign this Agreement or the rights and obligations
thereunder to any third party without the prior express written approval of the other party,

which shall not be unreasonably withheld.

NON EXCLUSIVITY. Nothing herein is intended nor shall be construed as creating any
exclusive arrangement with Vendor. This Contract shall not restrict City from acquiring similar,
equal or like goods and/or services, or executing additional contracts from other entities or

sources.

SEVERABILITY OF ILLEGAL PROVISIONS. Wherever possible, each provision of this
Agreement shall be interpreted in such a manner as to be effective and valid under the
applicable law. Should any portion of this Agreement be declared invalid for any reason,

such declaration shall have no effect upon the remaining portions of this Agreement.

NON-DISCRIMINATORY EMPLOYMENT PRACTICES. During the performance of the
contract, the Vendor agrees to not discriminate against any employee or applicant for
employment because of race, color, religion, ancestry, national origin, sex, pregnancy, age,
disability, marital status, familial status, sexual orientation or veteran status and will take
affirmative action to ensure that an employee or applicant is afforded equal employment
opportunities without discrimination. Such action shall be taken with reference to, but not
limited to: recruitment, employment, termination, rates of pay or other forms of
compensation and selection for training or retraining, including apprenticeship and on-the-

job training.

PUBLIC ENTITY CRIMES. Vendor on its behalf and its affiliates agrees and affirms that it has
not been placed on the convicted vendor list following a conviction of a public entity crime
as provided for in Section 287.133(2)(a), Florida Statutes, which states that a person or affiliate
who has been placed on the convicted vendor list following a conviction for public entity
crime may not submit a bid on a contract to provide any goods or services to a public entity,
may not submit a bid on a contract with a public entity for the construction or repair of a
public building or public work, may not submit bids on leases or real property to a public
entity, may not be awarded or perform work as a contractor, supplier, subcontractor, or
consultant under a contract with any public entity, and may not transact business with any
public entity in excess of the threshold amount provided in Section 287.017, for CATEGORY

TWO, for a period of 36 months from the date of being placed on the convicted vendor list.
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21.NOTICES. All notices, certifications or communications required by this Agreement shall be
given in writing and shall be deemed delivered when personally served, or when received if

by facsimile transmission with a confirming copy mailed by registered or certified mail,
postage prepaid, return receipt requested. Notices can be concurrently delivered by email.

All notices shall be addressed to the respective parties as follows:

If to Vendor: VIP PACIFIC, INC.
Steven Chapin
2530 Wilshire Boulevard, 2" Floor
Santa Monica, CA 90403
Phone: 310-656-3100
Fax: 310-656-3103

Email: rosed@visioninternet.com

If to City of Ocala: Tiffany Kimball
Director of Contracts
110 SE Watula Avenue, 3rd Floor
Ocala, Florida 34471
Phone: 352-629-8366
Fax: 352-690-2025
Email: tkimball@ocalafl.org

Copy to: Patrick G. Gilligan
Gilligan, Gooding & Franjola, P.A.
Attorneys at Law
1531 S.E. 36™ Ave.
Ocala, Florida 34471
Phone: 352-867-7707
Fax: 352-867-0237

Email: pgilligan@ocalalaw.com

22. ATTORNEYS' FEES. If any civil action, arbitration or other legal proceeding is brought for the
enforcement of this Agreement, or because of an alleged dispute, breach, default or
misrepresentation in connection with any provision of this Agreement, the successful or
prevailing party shall be entitled to recover reasonable attorneys' fees, sales and use taxes,
court costs and all expenses reasonably incurred even if not taxable as court costs (including,
without limitation, all such fees, taxes, costs and expenses incident to arbitration, appellate,

bankruptcy and post-judgment proceedings), incurred in that civil action, arbitration or legal
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proceeding, in addition to any other relief to which such party or parties may be entitled.
Attorneys' fees shall include, without limitation, paralegal fees, investigative fees,
administrative costs, sales and use taxes and all other charges reasonably billed by the

attorney to the prevailing party

23.JURY WAIVER. IN ANY CIVIL ACTION, COUNTERCLAIM, OR PROCEEDING,
WHETHER AT LAW OR IN EQUITY, WHICH ARISES OUT OF, CONCERNS, OR
RELATES TO THIS AGREEMENT, ANY AND ALL TRANSACTIONS
CONTEMPLATED HEREUNDER, THE PERFORMANCE HEREOF, OR THE
RELATIONSHIP CREATED HEREBY, WHETHER SOUNDING IN CONTRACT, TORT,
STRICT LIABILITY, OR OTHERWISE, TRIAL SHALL BE TO A COURT OF
COMPETENT JURISDICTION AND NOT TO A JURY. EACH PARTY HEREBY
IRREVOCABLY WAIVES ANY RIGHT IT MAY HAVE TO A TRIAL BY JURY. NEITHER
PARTY HAS MADE OR RELIED UPON ANY ORAL REPRESENTATIONS TO OR BY
ANY OTHER PARTY REGARDING THE ENFORCEABILITY OF THIS PROVISION.
EACH PARTY HAS READ AND UNDERSTANDS THE EFFECT OF THIS JURY
WAIVER PROVISION.

24. GOVERNING LAW. This Agreement is and shall be deemed to be a contract entered into
and made pursuant to the laws of the State of Florida and shall in all respects be governed,

construed, applied and enforced in accordance with the laws of the State of Florida.

25.JURISDICTION AND VENUE. The parties acknowledge that a majority of the negotiations,
anticipated performance and execution of this Agreement occurred or shall occur in Marion
County, Florida. Any civil action or legal proceeding arising out of or relating to this
Agreement shall be brought only in the courts of record of the State of Florida in Marion
County or the United States District Court, Middle District of Florida, Ocala Division. Each
party consents to the exclusive jurisdiction of such court in any such civil action or legal
proceeding and waives any objection to the laying of venue of any such civil action or legal
proceeding in such court and/or the right to bring an action or proceeding in any other
court. Service of any court paper may be effected on such party by mail, as provided in this
Agreement, or in such other manner as may be provided under applicable laws, rules of

procedures or local rules.
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26. REFERENCE TO PARTIES. Each reference herein to the parties shall be deemed to include
their successors, assigns, heirs, administrators, and legal representatives, all whom shall be

bound by the provisions hereof.

27. MUTUALITY OF NEGOTIATION. Vendor and City acknowledge that this Agreement is a result
of negotiations between Vendor and City, and the Agreement shall not be construed in favor
of, or against, either party as a result of that party having been more involved in the drafting

of the Agreement.

28. AMENDMENT. No amendment to this Agreement shall be effective except those agreed to
in writing and signed by both of the parties to this Agreement.

29.SECTION HEADINGS. The section headings herein are included for convenience only and

shall not be deemed to be a part of this Agreement.

30. COUNTERPARTS. This Agreement may be executed in counterparts, each of which shall be

an original and all of which shall constitute the same instrument.

31.RIGHTS OF THIRD PARTIES. Nothing in this Agreement, whether express or implied, is
intended to confer any rights or remedies under or by reason of this Agreement on any
persons other than the parties hereto and their respective legal representatives, successors
and permitted assigns. Nothing in this Agreement is intended to relieve or discharge the
obligation or liability of any third persons to any party to this Agreement, nor shall any
provision give any third persons any right of subrogation or action over or against any party

to this Agreement.

32. ELECTRONIC SIGNATURE(S). Vendor, if and by offering an electronic signature in any form
whatsoever, will accept and agree to be bound by said electronic signature to all terms and
conditions of this agreement. Further, a duplicate or copy of the agreement that contains a
duplicated or non-original signature will be treated the same as an original, signed copy of

this original agreement for all purposes.

33.ENTIRE AGREEMENT. This Agreement, including exhibits, (if any) constitutes the entire
Agreement between the parties hereto with respect to the subject matter hereof. There are
no other representations, warranties, promises, agreements or understandings, oral, written or
implied, among the Parties, except to the extent reference is made thereto in this Agreement.
No course of prior dealings between the parties and no usage of trade shall be relevant or
admissible to supplement, explain, or vary any of the terms of this agreement. Acceptance of,

or acquiescence in, a course of performance rendered under this or any prior agreement shall
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not be relevant or admissible to determine the meaning of this Agreement even though the
accepting or acquiescing party has knowledge of the nature of the performance and
opportunity to make objection. No representations, understandings, or agreements have
been made or relied upon in the making of this Agreement other than those specifically set

forth herein.

34, CONTRACT DOCUMENTS. The contract documents that comprise the entire
Agreement between the City and Vendor are made a part hereof, and are listed as
exhibits. There are no contract documents other than those listed below. If there is a
conflict in terms between this Agreement and the contract documents, then the terms

of this Agreement will control over the terms of the contract documents listed below.

Exhibit A: Scope of Work (A-1 through A-3)
Exhibit B: Method of Compensation (B-1)

IN WITNESS WHEREOF, the parties have executed this Agreement on the date set forth

above.

ATTEST: CITY OF OCALA:
Angel B. Jacobs Jay A. Musleh

City Clerk City Council President
Approved as to form and legality: VIP PACIFIC, INC.:

Patrick G. Gilligan
City Attorney as its
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The Vision Process is the result of long-term, dedicated staff
that have built and refined our strategy for over fifteen years.
The original creators of the process train all our project
managers and oversee each and every project; ensuring
excellent results every time. We have been fortunate to enjoy
the loyalty of long-term staff and feel our clients truly benefit
from their experience and expertise. In fact, our process has  wonderful experience!
led to many innovations that have since become industry
standard.

Vision Internet’s
streamiined process really
mowved us through the
development quickly and

efficiently and made it just a

Mark Barham
IT Manager
Included in the scope of your project is our standard City of Williamsburg, VA
consulting service where we collaborate one-on-one with your
internal project manager through conference calls and online meetings. Alternatively, we can
come onsite for an additional fee of $4,860 which includes onsite consulting with your project
manager and project team. During the onsite meeting we can gather requirements from
multiple stakeholders and guide the group to consensus via group discussions. All travel
expenses are included.

Each stage of our six-step process includes formal review and approval points ensuring that the
final result meets your expectations. This process ensures you will not reach the end of the
project and be unhappy with the results. We assign a project manager who is your single point-
of-contact. This makes it easier for you and facilitates better communication between team
members. Our project manager will communicate with and coordinate all Vision Internet
resources including designers, information architects, programmers, and other team members.
Some firms require you to communicate your needs to each of these independent resources,
taking up your valuable time.

The six stages of the Vision Process are explained in the sections below:

In the Vision Stage, we work with you to create the vision for your website now and for the
future. The Vision Stage emphasizes the objectives of the website and how it supports your
overall organizational goals. This vision then guides each subsequent step in the process.

To create this vision, we will:
e Prepare and review a survey document which will focus on goals and objectives.
e Review your existing website and those of similar cities.
e Study examples of other websites you like.
e Review project goals and timeline.
e Collect content and materials for the new website.

The heart of this stage is defining the vision for the project, setting goals, and timeline to
ensure the project’s success.

In the Concept Stage we realize the vision through:

e Creation of the information architecture which supports easy access to information.
e Defining the navigation strategy.

A-1
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e Review and recommendation of interactive components and features to ensure
streamlined navigation through special types of content.

e Creation of a conceptual sitemap and categorization of pages. The navigation and
information architecture will take into account your current needs plus allow for future
expansion and growth.

e Creation of a homepage layout wireframe that shows the placement of key information
and dynamic content.

The Concept Stage will conclude with your satisfaction and approval of the homepage layout
wireframe.

In the Design Stage our team continues with the graphic design for your homepage. Our
creative ability and expertise allows us to develop a compelling graphic design while
maintaining its usability. We work closely with your staff to establish a look and feel that reflects
your community. Our world-class designers take the time to create a truly professional design
that incorporates graphics, photos, fonts, colors, and other design elements that fit together to
create a stunning, harmonious design. For examples of our design work, please refer to page 4.

We create a unique homepage design concept based upon your direction and input plus do all
revisions as necessary. The Design Stage will conclude with your satisfaction and approval of
the homepage design comp.

During the Development Stage the process continues as we create the interior page design
then program the website. Development includes implementation of the Vision Content
Management System™ and integration of the interactive components and features. Quality is
ensured by our extensive experience, testing, and the proven visionCMS™.

Included in the scope of your project is the content migration of up to 200 pages into the new
website. We can provide guidance on the best practices for web content writing and will train
your staff on the best approach for migrating additional content. Alternatively, at your request
we can provide a price quote to migrate additional pages.

Migration is not a simple cut-and-paste process. As part of our migration service, we review the
formatting and layout of each page, reformat it using the new site’s design styles, and lay it out
in a way that conforms to industry best practices for impact and readability.

For more information about the visionCMS™, please refer to page 17.

While quality assurance is an integral part of every stage of the project, in the Quality
Assurance, Documentation, and Training Stage we:

e Perform extensive functional testing.

e Review content.

e Create a custom training manual that incorporates actual screenshots of your site.

e Provide administrator and content editor training.
For your project we will provide a one day onsite training consisting of two sessions; one for
your staff representatives on content editor training and the other session for advanced

administrator functions including system configuration, system maintenance, reporting, and
strategies for future expansion.
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Note that the central online reference incorporates screenshots from the visionCMS™, making it
easy for staff to understand and use. It is an excellent reference for new staff to use as well.

In the Launch Stage, the website is moved to the production server. Our launch process
includes the installation of necessary software, making configuration changes, and transferring
code and content. Once transferred, we again go through the final quality assurance process to
ensure the site transferred correctly plus do a final check for broken links, Section 508
compliance, and others. The site will be available to the public upon your final approval.

Once your website has launched, Vision Internet will continue to offer support for your website.
This includes access to our SPARK Customer Resource Center and our visionLive™ subscription
service. Please see page 25 for details on these services.

A-3
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Exhibit B

METHOD OF COMPENSATION

1. PURPOSE.
This exhibit defines the method and limits of compensation to be made to the
Vendor for the services and products described and the method by which payments

will be made.
2. COMPENSATION.
For providing the City with the services described in this contract, the City will pay

Vendor, a Total Maximum Limiting Amount.

Limiting Amounts- This is a limiting amount contract using unit pricing as

demonstrated in the Agreement.

For limiting amount services and products, the City will compensate Vendor, for
all allocable and allowable costs occurred within an invoicing period. The
allowability of compensation sought under this Contract is expressly made

subject to the terms of this Contract, and any pertinent Federal and State law.

3. INVOICING PROCEDURE.
Vendor shall invoice the City monthly for ALL work for the preceding calendar
month, regardless of the amount of days worked. Invoices for this agreement will be
prepared by Vendor, and submitted through the responsible City Project Manager at:
City of Ocala Information Technology Department, Kelly Vann, 110 SE Watula

Avenue, Ocala, FL 34471 , KVann@ocalafl.org. Completed work and invoices must

be reviewed and agreed upon by City of Ocala Project Manager; this review and
agreement shall not be unreasonably withheld, conditioned, or delayed. The invoices
will be supported by such information as may be required by City procedures to

substantiate the charges being invoiced. The complete contract number must be

listed on the submitted invoice along with an assigned invoice number and invoice

date. Please indicate any payment discount terms on the invoice. One original and

one duplicate copy of the invoice should be included with the submission.
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