
BLANKETPURCHASEORDERAGREEMENTFOR 
AS-NEEDED INTERPRETATION AND TRANSLATION SERVICES 

This agreement ("Agreement"), dated as of April 7, 2026 ("Effective Date") is 
by and between the County of Sonoma, a political subdivision of the State of 
California (hereinafter "County"), and Avantpage, Inc. (hereinafter "Contractor"). 

This Agreement is entered by and on behalf of the County. Notwithstanding, the 
County's Purchasing Agent is a designated purchasing agent for various County affiliates, 
including the Sonoma County Water Agency and the Sonoma County Community 
Development Commission. Such entities are intended beneficiaries of the right to obtain 
as-needed services in accordance with this Agreement. Contractor acknowledges and 
agrees that such affiliated entities may obtain services pursuant to this Agreement on the 
same terms and conditions stated herein. In the event any such affiliated entity so elects, 
said entity shall be entitled to all rights, privileges, and responsibilities of County as stated 
herein, and all references to "County" shall be deemed to mean and apply to the affiliated 
entity. In such event, said affiliated entity, and not County, shall be solely responsible for 
its obligations and any liabilities arising under the Agreement and/or its particular work 
order. Further, notice designations and deliverables otherwise due County (including 
certificates of insurance and additional insured provisions) shall be conformed and 
submitted in the name and for the benefit of the contracting affiliate entity. 

RECITALS 

WHEREAS, Contractor represents that it is a duly qualified Interpretation and 
Translation services provider, experienced in providing interpretation, translation and 
related services; and 

WHEREAS, in the judgment of the County of Sonoma Purchasing Department, 
it is necessary and desirable to secure Contractor to be available for such services. 

NOW, THEREFORE, in consideration of the foregoing recitals and the mutual 
covenants contained herein, the parties hereto agree as follows: 

AGREEMENT 

1. Scope of Services. 

1.1 Contractor's Specified Services. Contractor shall perform Interpretation and 
Translation services described in Exhibit A - Scope of Work, attached hereto and 
incorporated herein by this reference (hereinafter "Services and Charges"), on an 
"as needed" basis and pursuant to Article 7, Prosecution of Work. In the event of 
a conflict between the body ofthis Agreement and Exhibit A - Scope ofWork, the 
provisions in the body of this Agreement shall control. 
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All services shall be performed on an as-needed basis as determined by County in its 
sole discretion. For actual requests for work and specific service requirements, 
Contractor shall provide a written quote-based rates provided in Exhibit A-1 
Services/Charges for service need provided by the requesting County department or 
affiliate. All quotes shall be consistent with and be deemed to incorporate the terms and 
conditions of this Agreement, including hourly rates. If approved in writing by the 
requesting County department or affiliate, Contractor shall then provide the requested 
services pursuant to and incorporating all terms and conditions of this Agreement. In 
no event shall Contractor be paid for services without specific written County 
department or affiliate approval of a requested quote. 

No amount of services or purchase orders are guaranteed. Nothing herein grants 
Contractor any exclusive right to provide any services, and County reserves all right 
and discretion to obtain any and all services from other providers. 

1.2 Cooperation with County. Contractor shall cooperate with County and County staff 
in the performance of all work hereunder. 

1.3 Performance Standard. Contractor shall perform all work hereunder in a manner 
consistent with the level of competency and standard ofcare normally observed by a 
person practicing in Contractor's profession. County has relied upon the professional 
ability and training ofContractor as a material inducement to enter into this Agreement. 
Contractor hereby agrees to provide all services under this Agreement in accordance 
with generally accepted professional practices and standards of care, as well as the 
requirements of applicable federal, state and local laws, it being understood that 
acceptance of Contractor's work by County shall not operate as a waiver or release. If 
County determines that any of Contractor's work is not in accordance with such level 
of competency and standard of care, County, in its sole discretion, shall have the right 
to do any or all of the following: (a) require Contractor to meet with County to review 
the quality of the work and resolve matters of concern; (b) require Contractor to repeat 
the work at no additional charge until it is satisfactory; (c) terminate this Agreement 
pursuant to the provisions of Article 4; or (d) pursue any and all other remedies at law 
or in equity. 

1.4 Assigned Personnel. 

a. Contractor shall assign only competent personnel to perform work hereunder. 
In the event that at any time County, in its sole discretion, desires the removal 
of any person or persons assigned by Contractor to perform work hereunder, 
Contractor shall remove such person or persons immediately upon receiving 
written notice from County. 

b. [INTENTIONALLY OMITTED] 

c. In the event that any of Contractor's personnel assigned to perform services 
under this Agreement become unavailable due to resignation, sickness or other 
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factors outside of Contractor's control, Contractor shall be responsible for 
timely provision of adequately qualified replacements. 

1.5 Contract Exhibits. 
This Agreement includes the following exhibits, which are hereby incorporated by 
reference as though fully set forth herein: 

Exhibit B. Business Associate Addendum 
Exhibit D. Language Access Implementation Plan 

2. Payment. For all services and incidental costs required hereunder, Contractor shall be 
paid in accordance with the following terms: 

2.1 Rates. For all services and incidental costs required hereunder, Contractor shall be 
paid in accordance with the rate sheet set forth in Exhibit "Al Services Charges," 
attached hereto and incorporated herein by this reference. Rates are all-inclusive for all 
expenses and costs of services, including but not limited to all costs of labor, fuel, 
vehicles and equipment, and travel. 

2.2 Modification of Rates. Requests for rate modifications after the expiration of the 
original term of the Agreement must be in writing and include supporting 
documentation. Requests shall be submitted to the County of Sonoma Purchasing 
Division at least 60 days prior to the requested rate modification. County reserves the 
right to reject or allow any rate increase, in County's sole discretion. Approved rate 
increases will only become effective after approval of the increase. Retroactive rate 
increases will not be considered. Any approved rate increase shall be set forth in a 
written amendment to the Agreement and signed by both parties. The County may 
consider price modifications by comparing the request with the Consumer Price Index 
(CPI). 

2.3 Accounts and Billing. Contractor shall maintain separate accounts for each 
department, division, or affiliate that requests services pursuant to this Agreement. Bills 
shall be submitted separately for each department, division, and affiliate that has 
requested services. Contractor shall submit its bills in arrears on a monthly basis in a 
form approved by County's Auditor and the department, division, or affiliate receiving 
the services. The bills shall show or include: (i) the task(s) performed; (ii) Department 
information including Department name, Division name (if applicable), Department's 
accounting reference number, address of pick up, date of pick up, volume of pick up 
and type of boxes; and (iii) Cost of service. Expenses not expressly authorized by the 
Agreement shall not be reimbursed. 

2.4 Payments. Unless otherwise noted in this Agreement, payments shall be made 
within the normal course of County business after presentation of an invoice in a form 
approved by the County for services performed. Payments shall be made only upon the 
satisfactory completion of the services as determined by the County. 

BPO Agreement Page3 



2.5 Withholdings. Pursuant to California Revenue and Taxation code (R&TC) Section 
18662, the County shall withhold seven percent of the income paid to Contractor for 
services performed within the State of California under this agreement, for payment 
and reporting to the California Franchise Tax Board, if Contractor does not qualify as: 
(1) a corporation with its principal place of business in California, (2) an LLC or 
Partnership with a permanent place ofbusiness in California, (3) a corporation/LLC or 
Partnership qualified to do business in California by the Secretary of State, or (4) an 
individual with a permanent residence in the State of California. 

If Contractor does not qualify, County requires that a completed and signed Form 587 
be provided by the Contractor in order for payments to be made. If Contractor is 
qualified, then the County requires a completed Form 590. Forms 587 and 590 remain 
valid for the duration of the Agreement provided there is no material change in facts. 
By signing either form, the Contractor agrees to promptly notify the County of any 
changes in the facts. Forms should be sent to the County pursuant to Article 12. To 
reduce the amount withheld, Contractor has the option to provide County with either a 
full or partial waiver from the State of California. 

2.6 Overpayment. If County overpays Contractor for any reason, Contractor agrees to 
return the amount ofsuch overpayment to County, or at County's option, permit County 
to offset the amount of such overpayment against future payments owed to Contractor 
under this Agreement or any other agreement. 

3. Term of Agreement. The term of this Agreement shall be from the Effective Date to 
April 7, 2027, with the option to extend for four (4) additional one-year periods 
unless terminated earlier in accordance with the provisions ofArticle 4 below. 

4. Termination. 
4.1 Termination for Convenience. Notwithstanding any other prov1s10n of this 
Agreement, at any time and without cause, County shall have the right, in its sole 
discretion, to terminate this Agreement or any Task Order by giving 5 days written 

notice to Contractor. 
4.2 Termination for Cause. Notwithstanding any other provision of this Agreement, 
should Contractor fail to perform any of its obligations hereunder, within the time and 
in the manner herein provided, or otherwise violate any of the terms of this Agreement 
or any Task Order, County may immediately terminate this Agreement or any Task 

Order by giving Contractor written notice of such termination, stating the reason for 
termination. 
4.3 Delivery of Work Product and Final Payment Upon Termination. In the event of 
termination, Contractor, within 14 days following the date oftermination, shall deliver 
to County all reports, original drawings, graphics, plans, studies, and other data or 
documents, in whatever form or format, assembled or prepared by Contractor or 
Contractor's subcontractors, Contractors, and other agents in connection with this 
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Agreement and shall submit to County an invoice showing the services performed, 
hours worked, and copies of receipts for reimbursable expenses up to the date of 
termination. 

4.4 Payment Upon Termination. Upon termination of this Agreement or any Task 
Order by County, Contractor shall be entitled to receive as full payment for all services 
satisfactorily rendered and reimbursable expenses properly incurred hereunder, an 
amount which bears the same ratio to the total payment specified in the Agreement as 
the services satisfactorily rendered hereunder by Contractor bear to the total services 
otherwise required to be performed for such total payment; provided, however, that if 
services which have been satisfactorily rendered are to be paid on a per-hour or per­
day basis, Contractor shall be entitled to receive as full payment an amount equal to the 
number of hours or days actually worked prior to the termination times the applicable 
hourly or daily rate; and further provided, however, that ifCounty terminates for cause 
pursuant to Section 4.2, County shall deduct from such amount the amount of damage, 
if any, sustained by County by virtue ofthe breach ofthe Agreement or the Task Order 
by Contractor. 

4.5 Authority to Terminate. The Board of Supervisors has the authority to terminate 
this Agreement or any Task Order on behalfofthe County. In addition, the Purchasing 
Agent, in consultation with County Counsel, shall have the authority to terminate this 
Agreement or any Task Order on behalf of the County. 

5. Indemnification. Contractor agrees to accept all responsibility for loss or damage to 
any person or entity, including County, and to indemnify, hold harmless, and release 
County, its officers, agents, and employees, from and against any actions, claims, 
damages, liabilities, disabilities, or expenses, that may be asserted by any person or 
entity, including Contractor, that arise out of, pertain to, or relate to Contractor's or its 
agents', employees', contractors', subcontractors', or invitees' performance or 
obligations under this Agreement. Contractor agrees to provide a complete defense for 
any claim or action brought against County based upon a claim relating to such 
Contractor's or its agents', employees', contractors', subcontractors', or invitees' 
performance or obligations under this Agreement. Contractor's obligations under this 
Section apply whether or not there is concurrent or contributory negligence on 
County's part, but to the extent required by law, excluding liability due to County's 
conduct. County shall have the right to select its legal counsel at Contractor's expense, 
subject to Contractor's approval, which shall not be unreasonably withheld. This 
indemnification obligation is not limited in any way by any limitation on the amount 
or type of damages or compensation payable to or for Contractor or its agents under 
workers' compensation acts, disability benefits acts, or other employee benefit acts. 

6. Insurance. With respect to performance ofwork under this Agreement, Contractor shall 
maintain and shall require all of its subcontractors, Contractors, and other agents to 
maintain, insurance as described in Exhibit C - Insurance Requirements, attached 
hereto and incorporated herein by this reference. 
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7. Prosecution ofWork. Performance of the services hereunder shall be completed within 
the time required herein, provided, however, that if the performance is delayed by 
earthquake, flood, high water, or other Act ofGod or by strike, lockout, or similar labor 
disturbances, the time for Contractor's performance of this Agreement shall be 
extended by a number ofdays equal to the number ofdays Contractor has been delayed. 

8. Extra or Changed Work. Extra or changed work or other changes to the Agreement 
may be authorized only by written amendment to this Agreement, signed by both 
parties. Minor changes, which do not exceed any delegated signature authority, and 
which do not significantly change the scope of work or significantly lengthen time 
schedules may be executed by the appropriate department, division, or affiliate head in 
a form approved by County Counsel. The Purchasing Agent must authorize all other 
extra or changed work. The parties expressly recognize that, pursuant to Sonoma 
County Code Section 1-11, County personnel are without authorization to order extra 
or changed work or waive Agreement requirements. Failure of Contractor to secure 
such written authorization for extra or changed work shall constitute a waiver of any 
and all right to adjustment in the Agreement price or Agreement time due to such 
unauthorized work and thereafter Contractor shall be entitled to no compensation 
whatsoever for the performance ofsuch work. Contractor further expressly waives any 
and all right or remedy by way of restitution and quantum meruit for any and all extra 
work performed without such express and prior written authorization of the County. 

9. Representations of Contractor. 

9.1 Standard of Care. County has relied upon the professional ability and training of 
Contractor as a material inducement to enter into this Agreement. Contractor hereby 
agrees that all its work will be performed and that its operations shall be conducted in 
accordance with generally accepted and applicable professional practices and standards 
as well as the requirements of applicable federal, state and local laws, it being 
understood that acceptance of Contractor's work by County shall not operate as a 
waiver or release. 

9.2 Status of Contractor. The parties intend that Contractor, in performing the services 
specified herein, shall act as an independent contractor and shall control the work and 
the manner in which it is performed. Contractor is not to be considered an agent or 
employee of County and is not entitled to participate in any pension plan, worker's 
compensation plan, insurance, bonus, or similar benefits County provides its 
employees. In the event County exercises its right to terminate this Agreement 
pursuant to Article 4, above, Contractor expressly agrees that it shall have no recourse 
or right ofappeal under rules, regulations, ordinances, or laws applicable to employees. 

9.3 No Suspension or Debarment. Contractor warrants that it is not presently debarred, 
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from 
participation in covered transactions by any federal department or agency. Contractor 
also warrants that it is not suspended or debarred from receiving federal funds as listed 
in the List of Parties Excluded from Federal Procurement or Non-procurement 
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Programs issued by the General Services Administration. If the Contractor becomes 
debarred, Contractor has the obligation to inform the County 

9.4 Taxes. Contractor agrees to file federal and state tax returns and pay all applicable 
taxes on amounts paid pursuant to this Agreement and shall be solely liable and 
responsible to pay such taxes and other obligations, including, but not limited to, state 
and federal income and FICA taxes. Contractor agrees to indemnify and hold County 
harmless from any liability which it may incur to the United States or to the State of 
California as a consequence of Contractor's failure to pay, when due, all such taxes and 
obligations. In case County is audited for compliance regarding any withholding or 
other applicable taxes, Contractor agrees to furnish County with proof of payment of 
taxes on these earnings. 

9.5 Records Maintenance. Contractor shall keep and maintain full and complete 
documentation and accounting records concerning all services performed that are 
compensable under this Agreement and shall make such documents and records 
available to County for inspection at any reasonable time. Contractor shall maintain 
such records for a period of four (4) years following completion of work hereunder. 

9.6 Conflict of Interest. Contractor covenants that it presently has no interest and that 
it will not acquire any interest, direct or indirect, that represents a financial conflict of 
interest under state law or that would otherwise conflict in any manner or degree with 
the performance of its services hereunder. Contractor further covenants that in the 
performance of this Agreement no person having any such interests shall be employed. 
In addition, if requested to do so by County, Contractor shall complete and file and 
shall require any other person doing work under this Agreement to complete and file a 
"Statement of Economic Interest" with County disclosing Contractor's or such other 
person's financial interests. 

9.7 Statutory Compliance/Living Wage Ordinance. Contractor agrees to comply with 
all applicable federal, state and local laws, regulations, statutes and policies, including 
but not limited to the County of Sonoma Living Wage Ordinance, applicable to the 
services provided under this Agreement as they exist now and as they are changed, 
amended or modified during the term of this Agreement. Without limiting the 
generality of the foregoing, Contractor expressly acknowledges and agrees that this 
Agreement may be subject to the provisions of Article XXVI of Chapter 2 of the 
Sonoma County Code, requiring payment of a living wage to covered 
employees. Noncompliance during the term of the Agreement will be considered a 
material breach and may result in termination ofthe Agreement or pursuit ofother legal 
or administrative remedies. 

9.8 Nondiscrimination. Without limiting any other provision hereunder, Contractor 
shall comply with all applicable federal, state, and local laws, rules, and regulations in 
regard to nondiscrimination in employment because of race, color, ancestry, national 
origin, religion, sex, marital status, age, medical condition, pregnancy, disability, 
sexual orientation or other prohibited basis, including without limitation, the County's 
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Non-Discrimination Policy. All nondiscrimination rules or regulations required by law 
to be included in this Agreement are incorporated herein by this reference. 

9.9 AIDS Discrimination. Contractor agrees to comply with the provisions of Chapter 
19, Article II, of the Sonoma County Code prohibiting discrimination in housing, 
employment, and services because of AIDS or HIV infection during the term of this 
Agreement and any extensions of the term. 

9.10 Assignment of Rights. Contractor assigns to County all rights throughout the 
world in perpetuity in the nature of copyright, trademark, patent, right to ideas, in and 
to all versions of the plans and specifications, if any, now or later prepared by 
Contractor in connection with this Agreement. Contractor agrees to take such actions 
as are necessary to protect the rights assigned to County in this Agreement, and to 
refrain from taking any action which would impair those rights. Contractor's 
responsibilities under this provision include, but are not limited to, placing proper 
notice ofcopyright on all versions ofthe plans and specifications as County may direct, 
and refraining from disclosing any versions of the plans and specifications to any third 
party without first obtaining written permission of County. Contractor shall not use or 
permit another to use the plans and specifications in connection with this or any other 
project without first obtaining written permission of County. 

9.11 Ownership and Disclosure of Work Product. All reports, original drawings, 
graphics, plans, studies, and other data or documents ("documents"), in whatever form 
or format, assembled or prepared by Contractor or Contractor's subcontractors, 
Contractors, and other agents in connection with this Agreement shall be the property 
of County. County shall be entitled to immediate possession of such documents upon 
completion of the work pursuant to this Agreement. Upon expiration or termination of 
this Agreement, Contractor shall promptly deliver to County all such documents, which 
have not already been provided to County in such form or format, as County deems 
appropriate. Such documents shall be and will remain the property of County without 
restriction or limitation. Contractor may retain copies of the above- described 
documents but agrees not to disclose or discuss any information gathered, discovered, 
or generated in any way through this Agreement without the express written permission 
of County. 

9.12 Authority. The undersigned hereby represents and warrants that he or she has 
authority to execute and deliver this Agreement on behalf of Contractor. 

10. Demand for Assurance. Each party to this Agreement undertakes the obligation that the 
other's expectation of receiving due performance will not be impaired. When 
reasonable grounds for insecurity arise with respect to the performance of either party, 
the other may in writing demand adequate assurance ofdue performance and until such 
assurance is received may, if commercially reasonable, suspend any performance for 
which the agreed return has not been received. "Commercially reasonable" includes 
not only the conduct of a party with respect to performance under this Agreement but 
also conduct with respect to other agreements with parties to this Agreement or others. 
After receipt of a justified demand, failure to provide within a reasonable time, but not 
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exceeding thirty (30) days, such assurance ofdue performance as is adequate under the 
circumstances of the particular case is a repudiation of this Agreement. Acceptance of 
any improper delivery, service, or payment does not prejudice the aggrieved party's 
right to demand adequate assurance of future performance. Nothing in this Article 
limits County's right to terminate this Agreement pursuant to Article 4. 

11. Assignment and Delegation. Neither party hereto shall assign, delegate, sublet, or 
transfer any interest in or duty under this Agreement without the prior written consent 
of the other, and no such transfer shall be of any force or effect whatsoever unless and 
until the other party shall have so consented. 

12. Method and Place of Giving Notice, Submitting Bills and Making Payments. Other 
than as otherwise stated herein, all notices, bills, payments and correspondence shall 
be made in writing and shall be given by personal delivery or by U.S. Mail or courier 
service to the following: 

COUNTY: 
COUNTY OF SONOMA 
ATTN: PURCHASING DIVISION 
400 AVIATION BLVD. SUITE 100 
SANTA ROSA, CA. 95403 

CONTRACTOR: 
AVANTPAGE, INC. 
523 G STREET 
DAVIS, CA. 95616 

When a notice, bill or payment is given by a generally recognized overnight courier service, 
the notice, bill or payment shall be deemed received on the next business day. When a 
copy of a notice, bill or payment is sent by facsimile or email, the notice, bill or payment 
shall be deemed received upon transmission as long as (1) the original copy of the notice, 
bill or payment is promptly deposited in the U.S. mail and postmarked on the date of the 
facsimile or email (for a payment, on or before the due date), (2) the sender has a written 
confirmation of the facsimile transmission or email, and (3) the facsimile or email is 
transmitted before 5 p.m. (recipient's time). In all other instances, notices, bills and 
payments shall be effective upon receipt by the recipient. Changes may be made in the 
names and addresses of the person to whom notices are to be given by giving notice 
pursuant to this paragraph. 

13. Federal Provisions - FAA. 
Certain work under this Agreement may be performed at County's Charles M. Shultz, 
Sonoma County Airport (STS). With regard to all such work, Contractor shall comply and 
acknowledges compliance with the terms and conditions attached hereto Exhibit E -
Federal Provisions - FAA, incorporated herein by reference. 
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14. Artificial Intelligence. Contractor acknowledges it has been advised regarding 
County's Administrative Policy "9-6 Information Technology Artificial Intelligence 
(AI) Policy." Compliance with County's AI Policy includes: 

14.1 County reserves the right to review any AI technology that may be used to support 
the services and/or deliverables to be performed under this Agreement. 

14.2 Any use of AI technology in performance of this Agreement or otherwise using 
County data or information must comply with applicable law, responsible industry 
standards and best practices, and County's AI Policy, including: requirements as to 
human and professional oversight, data bias mitigation, accuracy review, and approval 
of all outputs; restrictions on use of confidential, restricted, or protected data; and 
intellectual property and legal compliance. 

14.3 All use of County data or information, including any protected, confidential, or 
restricted information, utilizing AI technology shall comply with all usage, disclosure, 
and security requirements applicable to such data and information as set forth in this 
Agreement or under applicable law or regulation. 

14.4 Contractor represents and warrants that all work product, including any AI­
capabilities and any AI-generated content, shall not infringe or misappropriate any 
intellectual property or other proprietary right of any third party(s). 

14.5 AI technology alone shall not be used to create any final work product that requires 
a professional license or certificate, nor shall it be used in violation of the professional 
standards required of all work under this Agreement. 

15. Miscellaneous Provisions. 

15.1 No Waiver ofBreach. The waiver by County ofany breach ofany term or promise 
contained in this Agreement shall not be deemed to be a waiver of such term or 
provision or any subsequent breach ofthe same or any other term or promise contained 
in this Agreement. 

15.2 Consent. Wherever in this Agreement the consent or approval of one party is 
required to an act ofthe other party, such consent or approval shall not be unreasonably 
withheld or delayed. 

15.3 No Third-Party Beneficiaries. Other than as for use of this Agreement by the 
County-affiliated entities as otherwise stated herein, nothing contained in this 
Agreement shall be construed to create and the parties do not intend to create any rights 
in third parties. 

15.4 Applicable Law and Forum. This Agreement shall be construed and interpreted 
according to the substantive law of California, regardless of the law of conflicts to the 
contrary in any jurisdiction. Any action to enforce the terms of this Agreement or for 
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the breach thereof shall be brought and tried in Santa Rosa or the forum nearest to the 
city of Santa Rosa, in the County of Sonoma. 

15.5 Captions. The captions in this Agreement are solely for convenience ofreference. 
They are not a part of this Agreement and shall have no effect on its construction or 
interpretation. 

15.6 Merger. This writing is intended both as the final expression of the Agreement 
between the parties hereto with respect to the included terms and as a complete and 
exclusive statement ofthe terms ofthe Agreement, pursuant to Code ofCivil Procedure 
Section 1856. No modification of this Agreement shall be effective unless and until 
such modification is evidenced by a writing signed by both parties. 

15.7 Survival of Terms. All express representations, waivers, indemnifications, and 
limitations of liability included in this Agreement will survive its completion or 
termination for any reason. 

15.8 Time ofEssence. Time is and shall be of the essence of this Agreement and every 
provision hereof. 
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IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of the 
Effective Date. 

CONTRACTOR: ------

Avantpage Inc. 

By: Vera ~ k (Feb 26, 2026 20:37:32 CST) 

Name: Vera Hooijdonk 

Title: VP of Revenue 

Date: Feb 26, 2026 

BPO Agreement 

COUNTY: COUNTY OF SONOMA 

CERTIFICATES OF INSURANCE 
REVIEWED AND ON FILE: 

By: __________ _ 
Department Head or Designee 

Date: -------

APPROVED AS TO FORM FOR COUNTY: 

By: NIA 
County Counsel 

Date: ------

AGREEMENT EXECUTED: 

By:------------­
Purchasing Agent 

Date: ------
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Exhibit A - Scope of Work 

Document Translation 
• Document translation services shall include the translation of communication 

materials in standard alternate formats. The standard alternative format options 
are large print, audio CD, data CD, and Braille. 

• Translate source documents (in languages other than English) into English. 
• Support all major office and graphic programs, including but not limited to WORD, 

PDF, Quark, Publisher, etc. 
• Translated documents in editable formats (e.g., Word, PDF, lnDesign, HTML) that 

mirror the original layout. 
• Engage in interactive processes with project staff to allow for review and 

corrections by proofreaders to determine the most appropriate translations of 
terms in a culturally respectful manner. 

• Translate documents according to instructions provided by project staff. 
• Possess capacity to respond to rush requests within a short turnaround time to 

accommodate program deadlines. 
• Upon request, provide a cost estimate for the requested service within 24 hours of 

receipt of the service request. Written approval accepting the cost estimate of the 
requested services, must be received prior to the service(s) being rendered. 

• Provide e-mail and/or hard copies and/or disks of translated materials in within the 
requested timeframe specified by department. 

• Enact and maintain a strict confidentiality policy. 

Oral Interpretation 
• Provide onsite oral interpreters in requested languages. 
• Provide and schedule oral interpreters in as short a turnaround time as possible 

(i.e., within 24 to 48 hours). 
• Accept telephone requests from project staff, assign interpreters, and provide 

confirmation to project staff in a timely manner. 
• Ensure that interpreters assigned are culturally competent, are familiar with the 

nature of interactions with social service clients, and are sensitive to the barriers 
that clients face, in terms of language, disabilities (both mental and physical), and 
educational levels. 

• Enact and maintain a strict confidentiality policy. 

Interpretation for Persons with Hearing Impairments 
• Provide and schedule interpreters in as short a turnaround time as possible (i.e., 

within 24 to 48 hours). 
• Must accept telephone requests from program staff, assign interpreters, and 

provide confirmation to program staff in a timely manner. 
• Experience in working with minimal language skills clients and can respond to such 

needs by providing a certified deaf interpreter to accompany the interpreter and 
serve as a relay interpreter. 
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• Ensure that interpreters assigned are culturally competent, are familiar with the 
nature of interactions with social service clients, and are sensitive to the barriers 
that clients face, in terms of language, disabilities (both mental and physical), and 
educational levels. 

• Provide interpreters certified in American Sign Language (ASL) or other languages 
appropriate to persons with hearing disabilities. 

• Enact and maintain a strict confidentiality policy. 

Video Remote Interpreting NRI) 
• Provide interpreting over a video platform with at least some of the parties in 

another location. 
• Provide video telecommunication service using devices such as web cameras or 

videophones to provide sign language or spoken language interpreting services. 
• Enact and maintain a strict confidentiality policy. 

Over the Phone Interpreting (OPI) 
• Provide interpreting over a telephone line with at least come of the parties in 

another location. 
• A 3-way conference call among an interpreter, a non-English speaking individual, 

and an English-speaking second party. 
• Enact and maintain a strict confidentiality policy. 

Website Translation 
• The County may elect to use various automated or machine-translation 

technologies to translate website content that does not meet the standard of vital 
documents, so long as the County ensures that a qualified human translator is 
available to answer any questions about the translation or need for clarification of 
the translation. 

• Refer to Exhibit D - Language Access Implementation Plan for definition and 
details related to vital documents. 

• Enact and maintain a strict confidentiality policy. 

Emergency Response and Availability 
• Majority of services are anticipated to be needed Monday through Saturday 

between 6 a.m. and 5 p.m. and on Sundays and holidays when necessary. Hours 
are subject to change upon 24 hours notification by the County. 

• During times of emergencies including significant adverse weather, there is a 
potential that the County may require 24-hour service on short notice. In such 
cases, the County will allow for overtime charges meeting the following guidelines: 

a) All overtime must be pre-approved by the requesting department. 
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b) Overtime will be paid if work is required on the following days: New Year's Day, 
Easter Sunday, Independence Day, Labor Day, Thanksgiving Day, and Christmas 
Day. 

*Travel time is the amount of time it takes for a driver at the beginning of a shift to drive 
to the job site locations and the amount of time it takes for the driver at the end of the shift 
to drive from the job site locations. 
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EXHIBIT Al -SERVICES/CHARGES 
Process for ordering services 

Describe the process for ordering services: 

Clients can request interpretation or translation through our secure online platform, Avantlnterpret, or directly via their assigned 

Project Manager. The platform allows users to select languages, upload reference materials, and track assignments in real time. 

For urgent needs, we offer rapid scheduling with confirmation typically within 24-48 hours. All requests are logged for reporting 

and billing, and onboarding includes personalized setup to align with Sonoma County's specific requirements 

Document Translation 

Do you offer document translation services (Yes or No)? Yes 

Is there a minimum service charge? If Yes, we apply a minimum charge for small-volume projects to cover setup and QA. Details are 

yes, provide details. 
included in our fee schedule. 

1-2 hour response time (same day): Spanish $0.16 All Top Languages $0.21/word 
What is your rate per page or per word? 

24-48 hours response time: What is Spanish $0.16 All Top Languages $0.21/word 
your rate per page or per word? 

3-5 days response time : What is your Spanish $0.12 All Top Languages $0.19/word 
rate per page or per word? 

6 or more days response time: What Spanish $0.12 All Top Languages $0.19/word 
is your rate per page or per word? 

Are the languages available for No. 
document translation different than the 
list at the bottom of this attachment? If 
so, please provide details. 

Any additional charges, including See additional charges and equipment pricing details in 

equipment pricing. Please provide 
details. 

Oral Interpretation (In-Person Services) 

Do you offer in-person services (Yes or No)? Yes 

Is there a minimum service charge? If 
yes, provide details. 

1-2 hour response time (same day): 
What is your per-minute rate? 

Yes, two-hour minimum applies to all in-person engagements. 

Spanish - $1 .8/minute 
Other Top Languages - $2.4/minute (Arabic, Korean, Mandarin, Tigrinya, Vietnamese) 

1 
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1-2 hour response time (same day): 
What language is available if it differs See Available Language List attached 

from the listing below? 

24-48 hours response time: What is Spanish - $1 .5/minute 

your per-minute rate? 
Other Top Languages - $1.8/minute (Arabic, Korean, Mandarin, Tigrinya, Vietnamese) 

3-5 days response time: What is your Spanish - $1 .5/minute 

per-minute rate? 
Other Top Languages - $1 .8/minute (Arabic, Korean, Mandarin, Tigrinya, Vietnamese) 

6 or more days response time: What Spanish - $1 .5/minute 

is your per-minute rate? 
Other Top Languages - $1 .8/minute (Arabic, Korean, Mandarin, Tigrinya, Vietnamese) 

Are there different rates for services 

provided outside of 8am-Spm Monday Yes, services outside 8am-5pm MST may incur a modest surcharge. 

through Friday PST? If yes, provide 
details. 

What is your travel policy, rates and Mileage outside the metro area is charged per County guidelines. 
expenses 

Are the languages available for in-

person services different than the list at N/A 
the bottom of this attachment? If so, 
please provide details. 

Any additional charges, including For interpretation events requiring technical setup, additional charges may apply, including 

equipment pricing. Please provide hourly prep time. Equipment such as receivers, transmitters, and booths are available per 

details. 
unit/day, with full setups quoted upon request. 

Interpretation For Persons with Hearing Impairments (In-Person Services) 

Do you offer in-person services (Yes or No)? Yes 

Is there a minimum service charge? If 

yes, provide details. 

1-2 hour response time (same day): 
What is your per-minute rate? 

1-2 hour response time (same day): 
What language is available if it differs 

from the listing below? 

24-48 hours response time: What is 

your per-minute rate? 

3-5 days response time: What is your 

per-minute rate? 

6 or more days response time: What 

is your per-minute rate? 

Are there different rates for services 
provided outside of 8am-Spm Monday 

through Friday PST? If yes, provide 

details. 

What is your travel policy, rates and 

expenses 

Two-hour minimum applies. 

$3.00/minute. Rush 50% applied to events/conferences w/ equipment required within 
10 business days 

See Available Language List attached. 

$3.00/minute. Rush 50% applied to events/conferences w/ equipment required within 10 
business days 

$2.50/minute. Rush 50% applied to events/conferences w/ equipment required within 10 
business days 

$2.50/minute. Rush 50% applied to events/conferences w/ equipment required within 10 
business days 

Slight surcharge may apply outside 8am-5pm PST, Monday through Friday. 

Mileage outside the metro area is charged per County guidelines. 
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Are the languages available for in-
person services different than the list at N/A 
the bottom of this attachment? If so, 
please provide details. 

Any additional charges, including For ASL interpretation events requiring technical setup, additional charges may apply, 

equipment pricing. Please provide including hourly prep time. Equipment such as receivers, transmitters, and booths are 

details. 
available per uniUday, with full setups quoted upon request. 

Video Remote Interpretation Services (VRI} 

Do you offer video remote interpretation services (Yes or No)? __Y_es___ 

Is there a minimum service charge? If No 
yes, provide details. 

What is your rate per minute? Spanish $0.70/minute I Other Top Languages $1 .10/minute 

Are there different rates for services Slight surcharge may apply outside 8am-5pm PST, Monday through Friday. 
provided outside of 9am-Spm Monday 
through Friday Pacific Standard Time 
(PST)? If yes, provide details. 

Are you available 24 hours a day, 7 days VRI services are available 24/7 
a week? 

If you are not available 24/7, what days 
N/A

and hours are you available? 

Are the languages available for phone 

services different than the list at the N/A 
bottom of this attachment? If so, 
please provide details. 

Any additional charges, including 
N/A

equipment pricing. Please provide 
details. 

Over the Phone Interpreting (OP/} 

Do you offer phone services (Yes or No)? 
Yes 

Is there a minimum service charge? If 
yes, provide details. 

No 

What is your rate per minute? Spanish $0.50/minute I Other Top Languages $1 .00/minute 

Are there different rates for services 
provided outside of 9am-Spm Monday Slight surcharge may apply outside 8am-5pm PST, Monday through Friday. 
through Friday Pacific Standard Time 
{PST)? If yes, provide details. 

Are you available 24 hours a day, 7 days OPI services are available 24/7 
a week? 

If you are not available 24/7, what days 
N/A

and hours are you available? 
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Are the languages available for phone 
services different than the list at the N/A 
bottom of this attachment? If so, 
please provide details. 

Any additional charges, including For interpretation events requiring technical setup, additional charges may apply, including 

equipment pricing. Please provide 
hourly prep time. Equipment such as receivers, transmitters, and booths are available per 

details. 
unit/day, with full setups quoted upon request. 

Website Translation 

The County may elect to use various automated or machine-translation technologies to translate website content that does not 

meet the standard of vital documents, so long as the County ensures that a qualified human translator is available to answer any 

questions about the translation or need for clarification of the translation. 

Languages offered 

IKl American Sign Language ~ Hmong ~ Russian 
IKl Arabic ~ llocano ~ Samoan 
l&J Armenian ~ Indonesian ~ Serbian 
l&J Bengali ~ Italian l29 Shanghainese 
l&J Bosnian ~ Japanese l29 Sinhalese 
l&J Burmese ~ Khmer l29 Somali 
rx:J Cambodian ~ Korean l29 Spanish 

rx:J Cantonese IXI Laotian Q!I Swahili 

rx:J Croatian IXI Malay Q!I Tagalog 

rx:l Czech IXI Mandarin Q!I Tamil 
Ix] Dari IXI Mien ~Thai 
Ix] Dutch lxl Mongolian ~ Tibetan 
Ix] Farsi lxl Nepali ~ Tigrinya 
Ix] French lxl 0romo ~ Taishanese 
Ix] Fukienese lxl Pashto ~ Tongan 

Ix] German lxl Polish ~ Turkish 
Ix] Gujarati lxl Portuguese ~ Urdu 
Ix] Hakka lxl Punjabi 5a Vietnamese 
Ix] Hindi lxl Romanian 

Please list any additional languages that are available that is not on this list: 

Afrikaans, Amharic, Assamese, Azerbaijani , Baltic, Baluchi , Bangla, Bashkir, Belarusian, Belorussian, Bhojpuri, Brazilian 

Portuguese, Bushman, Catalan , Chaldean, Chinese - Simplified, Chinese - Traditional, Damara, Danish , Dinka, Dogri, 

English - American, English - Australian, Eskimo, Estonian, Fijian, Finnish, Flemish , French Canadian, Gaelic, Georgian, 

Greek, Greenlandic, Guarani, Haitian-Creole, Hausa, Hawaiian, Hebrew, Hungarian, Icelandic, lgbo, Kannada, Kazakh, 

Kikuyu, Konkani , Kurdish , Kyrgyz, Latvian, Lithuanian, Macedonian, Maithili, Malagasy, Malayalam, Manipuri, Marathi , 

Marshallese, Masai, Mizo, Nahuatl, Ndebele, Norwegian, Oriya, Pedi, Sanskrit, Sepedi, Shangane, Shona, Sindhi , Siswati, 

Slavic, Slovak, Slovenian, Sotho, Spanish - Latin American, Swazi, Swedish, Tartar, Telugu , Tshivenda, Tsonga, Tswana, 

Turkmen, Ukrainian, Uzbek, Venda, Xhosa, Xitsonga, Yiddish, Yoruba, Zulu 
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Written Translation Services 

Note: Rush translation is available upon request, adding 25% to the total price. 

75% - 99% (fuzz match) 50% 
No match - 74% 100% 

Desktop Publishing $75 I Hour 

Document Remediation (ADA) $75 I Hour 

Large Print Formatting $75 I Hour 

PM Fee 10% of the Total Pro·ect 

Layout formatting for English 
and forei n Ian ua es. 

Making files accessible for 
eo le with disabilities. 

Layout and formatting re­
arrangement appropriate for 

low vision users. 
Pro·ect Mana ement Services 

Turnaround Times for all Languages. . . . . 

1-1000 2-3 
1001-3000 3-4 
3001-5000 4-5 

5001 or more 5 and u 

English & Spanish (Clean 
$2.00 / minute $65

Verbatim) 
English & Spanish (Full 

Verbatim 
$3.00 / minute $65 

t 
• Clean Verbatim, including timestamps and speaker IDs only. 
• Full Verbatim, including timestamps, speaker IDs, Urn's, and stutters. 

Additional Considerations: 
• Turnaround times are estimates only and need to be confirmed on a per-project basis. TATs may 

increase depending on transcribable items (i.e., the number of speakers). 
• Any translation services involved are charged separately. 



Braille 

$8/ b 
$7 

Tactiles $8 / each 

Includes comb and covers 
Additional copies - $1.50 / 

each 
Additional Considerations 
• Braille transcription is plain text only. 
• Billing is based on actual braille page counts after transcriptions are complete. 
• Considering the end-user readability, braille transcriptions estimate surpassing 100-120+ braille 

pages will apply for additional binding costs. i.e., a braille transcription with a 430-braille page 
estimate will be split into four separate volumes, which would include four separate binding items 
($7x4=$28). 

• Digital transcriptions can be provided and are delivered as a BRF (Braille-ready format). 

Voice-Over Services 
Item Rate Minimum Charge 

Spanish $55 / minute $400 
English $45 / minute $400 

Other Languages Available upon request Available upon request 
Machine voice recording* $15 / minute $75 

* Machine voice (instead of human voice talent) is available for certain languages. Please confirm 
availability per language. 

Scope of Service 
• Service includes pre-/post-production, studio recording, linguistic lead, and talent. 
• Audio deliverables are provided in a standard digital audio format such ;ic; MP~. WAV. nr c;imil;ir_ 

• Deliverables can be provided in CD format. Service is available upon rec 

• • • • • • 
Item Rate Minimum Charge 

Creation of Closed-Captioning 
file format SRT file 

$65 / hour 

Note: Closed captioning and Subtitling is to make audio and video content more accessible to a wider 
range of viewers, including those with hearing impairments and LEP users 

CD Services 
Audio and Data CDs 

Item Rate 
CD Creation $65 / hour 

CD Production $20 / CD copy 

Shipping 
Rate is confirmed at the time of the request. 
Expedited shiooing is available upon request. 



Scope of Service & Considerations: 
• Audio CDs are created using Text-to-Speech (TTS) synthesizer software. 
• Avantpage can include standard information in CD deliverables: 
• Document title. 
• Table of Contents, if needed. 
• Any contact information, i.e., return address. 
• CDs are delivered in a small clear case and a padded manila envelope. 

• Up to 6 Business Days
Production 

• Rush - Up to 4 Business Days 
• Standard Shipping - Up to 7 days based on 

Shipping location 
• Expedited shipping is available upon request 

CD Encryption 
• Avantpage can provide password-protected CDs. At the time of the request, the County is required 

to provide the corresponding password to encrypt the CD. 
• Password encryption for audio CDs means they can only be played on a computer (where the 

password can be typed). Therefore, it could not be used in an Audio CD player. 
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Exhibit B. HIP AA Business Associate Addendum to the Agreement for Services between 
County of Sonoma and Avantpage, Inc. 

This Business Associate Addendum ("Addendum") supplements and is made a part of the 
services agreement ("Agreement") by and between County of Sonoma ("County") and 
A vantpage, Inc. ("Business Associate"). 

RECITALS 

WHEREAS, County is a Hybrid Entity as defined under 45 Code of Federal Regulations 
("CFR") Section 164.103; 

WHEREAS, A vantpage, Inc. is a Business Associate as defined under 45 CFR Section 
160.103; 

WHEREAS, County wishes to disclose certain information to Business Associate 
pursuant to the terms ofAddendum, some ofwhich information may constitute Protected Health 
Information ("PHI"), including electronic Protected Health Information ("ePHI"); 

WHEREAS, County and Business Associate intend to protect the privacy and provide for 
the security ofPHI, including ePHI, disclosed to Business Associate pursuant to Addendum in 
compliance with the Health Insurance Portability and Accountability Act of 1996, Public Law 
104 191 ("HIP AA"), regulations promulgated thereunder by the U.S. Department ofHealth and 
Human Services, and other applicable laws; and 

WHEREAS, as part of the HIP AA Regulations, the Privacy Rule and Security Rule 
require County to enter into a contract containing specific requirements with Business Associate 
prior to the disclosure ofPHI, including ePHI, as set forth in, but not limited to, 45 CFR Sections 
164.502(e), 164.504(e), and 164.308(b)(l) and contained in Addendum. 

NOW THEREFORE, in consideration of the mutual promises below and the exchange of 
information pursuant to Addendum, the parties agree as follows: 

1. Definitions 

Terms used, but not otherwise defined, in Addendum shall have the same meaning as those terms 
in the HIPAA Regulations as set forth at 45 CFR Sections 160.103, 164.304, and 164.501. 

A. HIPAA Regulations. "HIP AA Regulations" shall mean the Privacy, Security, Breach 
Notification, and Enforcement Rules as set forth at 45 CFR Part 160 and Part 164. 

B. Breach. "Breach" shall mean the acquisition, access, use, or disclosure ofPHI in a 
manner not permitted under 45 CFR Part 164 Subpart E and that compromises the 
security or privacy ofPHI as defined at 45 CFR Section 164.402. 

C. Business Associate. "Business Associate" shall have the same meaning as the term 
"Business Associate" as set forth at 45 CFR Section 160.103. 

D. Covered Entity. "Covered Entity" shall have the meaning given to such term under the 
Privacy Rule and the Security Rule, including, but not limited to, 45 CFR Section 
160.103. For purposes of this Addendum, this term is intended to mean the County of 
Sonoma. 
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E. Data Aggregation. "Data Aggregation" shall have the same meaning as the term "Data 
aggregation" as set forth at 45 CFR Section 164.501. 

F. Designated Record Set. "Designated Record Set" shall have the same meaning as the 
term "designated record set" as set forth at 45 CFR Section 164.501. 

G. Disclosure. "Disclosure" shall mean the release of, transfer of, provision of access to, or 
divulging in any manner information outside the entity holding the information in 
accordance with 45 CFR Section 160.103. 

H. Health Care Operations. "Health Care Operations" shall have the same meaning as 
"Health care operations" as set forth at 45 CFR Section 164.501. 

I. Individual. "Individual" shall have the same meaning as the term "Individual" as set forth 
at 45 CFR Section 164.501, except that the term "Individual" as used in this Addendum 
shall also include a person who qualifies as a personal representative in accordance with 
45 CFR Section 164.502(g). 

J. Minimum Necessary. "Minimum Necessary" shall mean the minimum amount of PHI 
necessary for the intended purpose, as set forth at 45 CFR Sections 164.502(b) and 
164.514(d): Standard: Minimum Necessary. 

K. Privacy Rule. "Privacy Rule" shall mean the HIPAA Standards for Privacy of 
Individually Identifiable Health Information as set forth at 45 CFR Part 160 and 45 CFR 
Part 164 Subparts A and E. 

L. PHI. "PHI" shall have the same meaning as the term "protected health information" as set 
forth at 45 CFR Section 160.103, except limited to the information received from 
Covered Entity or created, received, maintained, or transmitted by Business Associate on 
behalf of Covered Entity. 

M. Required by Law. "Required by law" shall have the same meaning as the term "required 
by law" as set forth at 45 CFR Section 164.103. 

N. Secretary. "Secretary" shall mean the Secretary of the United States Department of 
Health and Human Services ("DHHS") or his/her designee. 

0. Security Incident. "Security Incident" shall mean the attempted or successful 
unauthorized access, use, disclosure, modification, or destruction ofpersonally 
identifiable information. A Security Incident includes the attempted or successful 
unauthorized access, use, disclosure, modification, or destruction of or interference with 
systems operations in an information system which processes PHI that is under the 
control of Covered Entity or Business Associate of Covered Entity, but does not include 
minor incidents that occur on a daily basis, such as scans, "pings," or unsuccessful 
random attempts to penetrate computer networks or servers maintained by Business 
Associate. 

P. Security Rule. "Security Rule" shall mean the HIPAA Security Standards for the 
Protection of ePHI as set forth at 45 CFR Part 160 and 45 CFR Part 164 Subparts A and 
E. 

Q. Subcontractor. "Subcontractor" shall mean a subcontractor ofBusiness Associate that 
creates, receives, maintains, or transmits PHI on behalf of Business Associate. 
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R. Unsecured PHI. "Unsecured PHI" shall have the same meaning as the term "unsecured 
protected health information" as set forth at 45 CFR Section 164.402, except limited to 
the information received from Covered Entity or created, received, maintained, or 
transmitted by Business Associate on behalf of Covered Entity. 

S. Use. "Use" shall mean, with respect to individually identifiable health information, the 
sharing, employment, application, utilization, examination, or analysis of such 
information within an entity that maintains such information in accordance with 45 CFR 
Section 160.103. 

2. Obligations of Business Associate 

Business Associate acknowledges that Business Associate is directly required to comply with the 
HIPAA Regulations and that Business Associate (including its subcontractors) may be held 
directly liable for and be subject to penalties for failure to comply. To the extent Business 
Associate is to carry out one or more of County's obligations under 45 CFR Part 164 Subpart E 
of the Privacy Rule, Business Associate agrees to comply with the requirements of45 CFR Part 
164 Subpart E that apply to County in the performance of such obligations. 

3. Use or Disclosure ofProtected Health Information 

Except as otherwise provided in Addendum, Business Associate shall use and/or disclose PHI 
only as necessary to perform functions, activities, or services documented in <Exhibit A (Scope 
of Work) or include in this document> of this Agreement for or on behalf of County, provided 
that such use and/or disclosure does not violate the HIPAA Regulations. Business Associate 
agrees not to further use or disclose PHI other than as permitted or required by Addendum or as 
required by law. Business Associate must make reasonable efforts to limit PHI to the Minimum 
Necessary to accomplish the intended purpose of the use, disclosure, or request. The uses of PHI 
may not exceed the limitations applicable to County under the HIPAA Regulations. 

If Protected Health Information is mental health information subject to Ca. Welfare and 
Institutions Code 5328 et. seq., contractor shall also comply with the provisions of Ca. Welfare 
and Institutions Code 5328 et. seq. regarding the use, disclosure, and storage of such 
information. 

If Contractor is in possession or has access to information regulated by Title 42 Code ofFederal 
Regulations, Chapter I, Subchapter A, Part 2, (42 CFR Part 2), Contractor shall comply with all 
related regulations. 

Contractor is aware that criminal penalties may be imposed for a violation of these 
confidentiality requirements. 

4. Prohibited Uses and Disclosures 

A. Contractor shall not disclose Department PHI about an individual to a health plan for 
payment or health care operations purposes if the Department PHI pertains solely to a 
health care item or service for which the health care provider involved has been paid out 
ofpocket in full and the individual requests such restriction, in accordance with 42 
U.S.C. Section 17935(a) and 45 CFR Section 164.522(a). 

B. Contractor shall not directly or indirectly receive remuneration in exchange for PHI. 



5. Designation of a Privacy Officer and a Security Officer. 
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A. Contractor shall designate a qualified and trained Security Officer to oversee its data 
security program who shall be responsible for carrying out the requirements of the 
HIPAA Security Rule (45 CFR Part 164 Subpart C. 

B. Contractor shall designate a qualified and trained Privacy Officer to oversee its 
information privacy program who shall be responsible for carrying out the requirements 
of the HIPAA Privacy Rule (45 CFR Part 164 et. seq.) 

C. The individual designated to the above roles may be the same individual so long as they 
are qualified and able to effectively perform the duties of both designations. 

6. Safeguarding Protected Health Information 

Business Associate shall use appropriate safeguards to prevent the use or disclosure ofPHI other 
than as provided for by Addendum. Business Associate shall implement administrative, physical, 
and technical safeguards and shall comply with 45 CFR Part 164 Subpart C with respect to ePHI 
that reasonably and appropriately protect the confidentiality, integrity, and availability of ePHI 
created, received, maintained, or transmitted on behalf of County and prevent the use or 
disclosure ofPHI other than as provided for by Agreement. 

A. Encryption Requirements for Transmission and Storage ofElectronic Data. All ePHI 
transmitted to Business Associate by County, and/or for or on behalf of County by 
Business Associate, and/or to County by Business Associate shall be provided or 
transmitted using encryption methods which renders such ePHI unusable, unreadable, or 
indecipherable by unauthorized persons. All ePHI stored by Business Associate on 
electronic media shall be protected using encryption methods which render such ePHI 
unusable, unreadable, or indecipherable by unauthorized persons. Encryption of ePHI in 
transit or at rest shall use a technology or methodology set forth by the Secretary in the 
guidance issued under Section 13402(h)(2) of Public Law 111-5, and in accordance with 
the National Institute of Standards Technology (NIST) and Standards and Federal 
Information Processing Standards (FIPS), as applicable. 

B. Destruction of PHI on paper, film, or other hard copy media must involve either 
shredding or otherwise destroying the PHI so that it cannot be read or reconstructed. 

C. Should any employee or subcontractor of Business Associate have direct, authorized 
access to County computer systems that contain ePHI, Business Associate shall 
immediately notify County of any change of such personnel (e.g., employee or 
subcontractor termination, or change in assignment where such access is no longer 
necessary) in order for County to disable the previously authorized access. 

7. Notification of Breach. Unauthorized Use or Improper Disclosure 

Business Associate must notify County in writing of any access, use, or disclosure ofPHI not 
permitted or provided for by Addendum and/or any actual or suspected use or disclosure of data 
in violation of any applicable federal or state laws or regulations ofwhich Business Associate 
becomes aware. A breach or unauthorized access, use, or disclosure shall be treated as 
discovered by Business Associate the first day on which such unauthorized access, use, or 
disclosure is known, or should reasonably have been known, to Business Associate or to any 
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person, other than the individual committing the unauthorized disclosure, that is an employee, 
officer, subcontractor, agent, or other representative of Business Associate. 

A. Notification must be made as soon as practicable, but not later than 24 hours after 
discovery, by telephone call to 707-565-5703 plus e-mail to: 

DHS-Privacy&Security@sonomacounty.gov , and will include: 

1) The identification of each Individual whose PHI has been, or is reasonably believed 
by Business Associate to have been, accessed, acquired, used, or disclosed; and 

2) A description of any remedial action taken or proposed to be taken by Business 
Associate. 

B. Business Associate must provide a complete report of the investigation to the County 
Privacy and Security Officer within ten (10) working days of the discovery of the breach 
or unauthorized use or disclosure. The report shall be submitted on the "Privacy Incident 
Report" form and shall include an assessment of all known factors relevant to a 
determination of whether a breach occurred. The report shall also include a full, detailed 
corrective action plan, including information on measures that were taken to halt and/or 
contain the improper use or disclosure. If the County requests information in addition to 
that listed on the "Privacy Incident Report" form, Contractor shall make reasonable 
efforts to provide the County with such information. 

C. Business Associate must mitigate any harm that results or may result from the breach, 
security incident, or unauthorized access, use, or disclosure of unsecured PHI by 
Business Associate or its employees, officers, subcontractors, agents, or other 
representatives. 

D. Following a breach or unauthorized access, use, or disclosure of unsecured PHI, Business 
Associate agrees to take any and all corrective action necessary to prevent recurrence, to 
document any such corrective action, and to make this documentation available to 
County. 

8. Agents and Subcontractors of Business Associate 

In accordance with 45 CFR Sections 164.502(e)(l)(ii) and 164.308(b)(2), and to the extent that 
Business Associate uses any agent, including a subcontractor, to which Business Associate 
provides PHI received from, created by, maintained by, or received by Business Associate on 
behalf of County, Business Associate shall execute an agreement with such agent or contractor 
containing a requirement to ensure compliance with the same restrictions and conditions that 
apply through Addendum to Business Associate with respect to PHI. 

9. Access to Protected Health Information 

At the request of County, and in the time and manner designated by County, Business Associate 
shall provide access to PHI in Designated Record Set to an Individual or County to meet the 
requirements of 45 CFR Section 164.524, and Ca. Health & Safety Code 123100 et. seq. 

mailto:DHS-Privacy&Security@sonomacounty.gov
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Business Associate shall make any amendment(s) to PHI in Designated Record Set as directed or 
agreed to by County, or to take other measures necessary to satisfy County's obligations under 45 
CFR Section 164.526. 

11. Accounting ofDisclosures 

Business Associate shall document and make available such disclosures of PHI and information 
related to such disclosures as would be required for County to respond to a request by an 
Individual for an accounting of disclosures ofPHI in accordance with 45 CFR Section 164.528. 

12. Records Available to County, State, and Secretary 

Business Associate shall make available internal practices, books, and records related to the use, 
disclosure, and privacy protection ofPHI received from County, or created, maintained, or 
received by Business Associate on behalf of County, to County, State, or the Secretary for the 
purposes of investigating or auditing Business Associate's compliance with the HIPAA 
Regulations in the time and manner designated by County, State, or Secretary. 

13. Return or Destruction ofProtected Health Information 

A. Upon termination ofAddendum for any reason, Business Associate shall: 

1) Return all PHI received from County; return all PHI created, maintained or received 
by Business Associate on behalf of County; and return all PHI required to be retained 
by the HIPAA Regulations; OR: 

2) at the discretion of County, destroy all PHI received from County, or created, 
maintained, or received by Business Associate on behalf of County. Destruction of 
PHI on paper, film, or other hard copy media must involve shredding or otherwise 
destroying the PHI in a manner which will render the PHI unreadable, 
undecipherable, or unable to be reconstructed. Business Associate shall certify in 
writing that such PHI has been destroyed. 

B. In the event Business Associate determines that returning or destroying PHI is not 
feasible, Business Associate shall provide County notification of the conditions that make 
return or destruction not feasible. Business Associate shall extend the protections of this 
Addendum to such PHI and limit further uses and disclosures of such PHI to those 
purposes that make the return or destruction infeasible, for so long as Business Associate 
maintains such PHI. 

14. Data Aggregation 

Business Associate may provide data aggregation services related to the health care operations of 
County as permitted by 45 CFR Section 164.504(e)(2)(i)(B). 

15. Other Applicable Laws 

Business Associate shall comply with all other applicable laws to the extent that such state 
confidentiality laws are not preempted by HIPAA. 



16. Penalties/Fines for Failure to Comply with HIPAA 

Exhibit B: Business Associate Addendum 
(Privacy #1 - v20231218) 

Business Associate shall pay any penalty or fine assessed against Covered Entity arising from 
Business Associate's failure to comply with the obligations imposed by HIPAA. 

17. Training ofEmployees and Enforcement ofRequirements 

Business Associate shall train and use reasonable measures to ensure compliance with the 
requirements of this Business Associate Agreement by employees who assist in the performance 
of functions or activities on behalf of County under this Contract and use or disclose protected 
information; and discipline employees who intentionally violate any provisions. 

18. Amendments to Addendum 

No amendment ofAddendum shall be effective unless and until such amendment is evidenced by 
a writing signed by the parties. County and Business Associate agree to take such action as is 
necessary to amend Addendum as required for County to comply with the requirements of the 
HIPAA Regulations. However, any provision required by HIPAA Regulations to be in 
Addendum shall bind the parties whether or not provided for in Addendum. 

19. Termination ofAddendum 

If Business Associate should fail to perform any of its obligations hereunder, or materially 
breach any of the terms ofAddendum, County may terminate Addendum immediately upon 
provision ofnotice stating the reason for such termination to Business Associate. County, within 
its sole discretion, may elect to give Business Associate an opportunity to cure such breach. 

20. Material Breach 

A breach by Business Associate or any of its agents or subcontractors of any provision of 
Addendum, as determined by County, shall constitute a material breach ofAddendum and shall 
provide grounds for immediate termination ofAddendum. 

21. Indemnification 

Business Associate agrees to accept all responsibility for loss or damage to any person or entity, 
including County, and to indemnify, hold harmless, and release County, its officers, agents, and 
employees from and against any actions, claims, damages, liabilities, disabilities, or expenses 
that may be asserted by any person or entity, including Business Associate, that arise out of, 
pertain to, or relate to Business Associate's or its agents', employees', contractors', 
subcontractors', or invitees' performance or obligations under Agreement. Business Associate 
agrees to provide a complete defense for any claim or action brought against County based upon 
a claim relating to such Business Associates' or its agents', employees', contractors', 
subcontractors', or invitees' performance or obligations under Agreement. Business Associates' 
obligations under Article 5 (Indemnification) apply whether or not there is concurrent negligence 
on County's part, but to the extent required by law, excluding liability due to County's conduct. 
County shall have the right to select its legal counsel at Business Associate's expense, subject to 
Business Associate's approval, which shall not be unreasonably withheld. This indemnification 
obligation is not limited in any way by any limitation on the amount or type of damages or 
compensation payable to or for Business Associate or its agents under workers' compensation 
acts, disability benefits acts, or other employee benefit acts. 
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Exhibit C 

With respect to performance of work under this Agreement, Consultant shall maintain and shall require all 
of its subcontractors, consultants, and other agents to maintain insurance as described below unless such 
insurance has been expressly waived by the attachment of a Waiver of Insurance Requirements. Any 
requirement for insurance to be maintained after completion of the work shall survive this Agreement. 

County reserves the right to review any and all of the required insurance policies and/or endorsements, but 
has no obligation to do so. Failure to demand evidence of full compliance with the insurance requirements 
set forth in this Agreement or failure to identify any insurance deficiency shall not relieve Consultant from, 
nor be construed or deemed a waiver of, its obligation to maintain the required insurance at all times during 
the performance of this Agreement. 

1. Workers Compensation and Employers Liability Insurance 
a. Required if Consultant has employees as defined by the Labor Code of the State of California. 
b. Workers Compensation insurance with statutory limits as required by the Labor Code of the State 

of California. 
c. Employers Liability with minimum limits of $1,000,000 per Accident; $1,000,000 Disease per 

employee; $1,000,000 Disease per policy. 
d. Required Evidence oflnsurance: Certificate oflnsurance. 

If Consultant currently has no employees as defined by the Labor Code of the State of California, 
Consultant agrees to obtain the above-specified Workers Compensation and Employers Liability 
insurance should employees be engaged during the term of this Agreement or any extensions of the 
term. 

2. General Liability Insurance 
a. Commercial General Liability Insurance on a standard occurrence form, no less broad than 

Insurance Services Office (ISO) form CG 00 01. 
b. Minimum Limits: $1,000,000 per Occurrence; $2,000,000 General Aggregate; $2,000,000 

Products/Completed Operations Aggregate. The required limits may be provided by a combination 
of General Liability Insurance and Commercial Excess or Commercial Umbrella Liability 
Insurance. IfConsultant maintains higher limits than the specified minimum limits, County requires 
and shall be entitled to coverage for the higher limits maintained by Consultant. 

c. Any deductible or self-insured retention shall be shown on the Certificate of Insurance. If the 
deductible or self-insured retention exceeds $100,000 it must be approved in advance by County. 
Consultant is responsible for any deductible or self-insured retention and shall fund it upon 
County's written request, regardless of whether Consultant has a claim against the insurance or is 
named as a party in any action involving the County. 

d. County of Sonoma, its Officers, Agents and Employees, shall be endorsed as additional insureds 
for liability arising out of operations by or on behalf of the Consultant in the performance of this 
Agreement. 

e. The insurance provided to the additional insureds shall be primary to, and non-contributory with, 
any insurance or self-insurance program maintained by them. 

f. The policy definition of"insured contract" shall include assumptions of liability arising out ofboth 
ongoing operations and the products-completed operations hazard (broad form contractual liability 
coverage including the "f' definition of insured contract in ISO form CG 00 01, or equivalent). 

g. The policy shall cover inter-insured suits between the additional insureds and Consultant and 

Template #5 - Consulting & Professional Services - Professional Liability or Cyber Liability Insurance Required - Corporations, 
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include a "separation of insureds" or "severability" clause which treats each insured separately. 
h. Required Evidence oflnsurance: 

i. Copy of the additional insured endorsement or policy language granting additional insured 
status; 

ii. Copy of the endorsement or policy language indicating that insurance is primary and non­
contributory; and 

iii. Certificate of Insurance. 

3. Automobile Liability Insurance 
a. Minimum Limit: $1,000,000 combined single limit per accident. The required limits may be 

provided by a combination of Automobile Liability Insurance and Commercial Excess or 
Commercial Umbrella Liability Insurance. 

b. Insurance shall cover all owned autos. If Consultant currently owns no autos, Consultant agrees to 
obtain such insurance should any autos be acquired during the term of this Agreement or any 
extensions of the term. 

c. Insurance shall cover hired and non-owned autos. 
d. Required Evidence oflnsurance: Certificate of Insurance. 

4. Professional Liability/Errors and Omissions Insurance 
a. Minimum Limit: $1,000,000 per claim or per occurrence. 
b. Any deductible or self-insured retention shall be shown on the Certificate of Insurance. If the 

deductible or self-insured retention exceeds $100,000 it must be approved in advance by County. 
c. If the insurance is on a Claims-Made basis, the retroactive date shall be no later than the 

commencement of the work. 
d. Coverage applicable to the work performed under this Agreement shall be continued for two (2) 

years after completion of the work. Such continuation coverage may be provided by one of the 
following: (1) renewal of the existing policy; (2) an extended reporting period endorsement; or (3) 
replacement insurance with a retroactive date no later than the commencement of the work under 
this Agreement. 

e. Required Evidence oflnsurance: Certificate oflnsurance specifying the limits and the claims-made 
retroactive date. 

5. Standards for Insurance Companies 
Insurers, other than the California State Compensation Insurance Fund, shall have an A.M. Best's rating 
of at least A:VII. 

6. Documentation 
a. The Certificate of Insurance must include the following reference: BPO: As-Needed 

Interpretation and Translation Services 
b. All required Evidence of Insurance shall be submitted prior to the execution of this Agreement. 

Consultant agrees to maintain current Evidence oflnsurance on file with County for the entire term 
of this Agreement and any additional periods if specified in Sections 1- 4 above. 

c. The name and address for Additional Insured endorsements and Certificates oflnsurance is: 

County of Sonoma Public Infrastructure 
Attn: Purchasing Division 
400 Aviation Blvd. Suite 100 
Santa Rosa, CA 95403 
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d. Required Evidence oflnsurance shall be submitted for any renewal or replacement of a policy that 
already exists, at least ten (10) days before expiration or other termination of the existing policy. 

e. Consultant shall provide immediate written notice if: (1) any of the required insurance policies is 
terminated; (2) the limits of any of the required policies are reduced; or (3) the deductible or self­
insured retention is increased. 

f. Upon written request, certified copies of required insurance policies must be provided within thirty 
(30) days. 

7. Policy Obligations 
Consultant's indemnity and other obligations shall not be limited by the foregoing msurance 
requirements. 

8. Material Breach 
If Consultant fails to maintain insurance which is required pursuant to this Agreement, it shall be 
deemed a material breach of this Agreement. County, at its sole option, may terminate this Agreement 
and obtain damages from Consultant resulting from said breach. Alternatively, County may purchase 
the required insurance, and without further notice to Consultant, County may deduct from sums due to 
Consultant any premium costs advanced by County for such insurance. These remedies shall be in 
addition to any other remedies available to County. 
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LANGUAGE ACCESS IMPLEMENTATION PLAN FOR THE COUNTY OF 

INTRODUCTION 

The County of Sonoma Language Access Implementation Plan was developed as part of a 
year-long project in 2023, led by the Office of Equity. This project aimed to improve the 
County's provision of language access to its residents and to improve meaningful 
interactions with their local government. The provision of language access is required by 
Federal and State Law. 

The Language Access Project assessed the language access needs, coverage, and gaps in 
the County of Sonoma, through an analysis of language and other demographic data; a 
comparison of the County's legal and regulatory framework for language access with 
federal, California, and municipal laws, regulations, policies, and plans; consultations with 
County of Sonoma employees and leaders; and, most importantly, consultations with 
community members representing the linguistically diverse populations of the County of 
Sonoma. 

PURPOSE 

This Language Access Implementation Plan will guide the implementation of the County of 
Sonoma Language Access Policy. This Plan provides detailed goals, objectives, and 
benchmarks for the implementation of the County of Sonoma Language Access Policy. It 
details the responsibilities of County departments and agencies, actions to be taken to 
implement the Plan, and timelines for these actions. 

SCOPE 

Countywide; all County of Sonoma departments and agencies. 
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VALUES 

The County of Sonoma Language Access Plan and Policy (LAPP) embodies and carries out 
the following values of the County of Sonoma:1 

• Anti-Racism: The LAPP reinforces the value of anti-racism by enhancing 
countywide efforts to more meaningfully and effectively communicate and engage 
with minoritized and indigenized residents of the County, in particular those whose 
identity includes a language other than English as their language of communication; 

• Design to the Margins: The LAPP explicitly addresses a key social factor in the 
marginalization of residents of the County: home language. Moreover, as home 
language intersects with multiple other identity markers associated with systematic 
marginalization, including race, ethnicity, documentation status, and social and 
economic standing, the provision of effective and meaningful language access 
represents a deliberate and intentional step towards addressing these markers. 
Finally, this LAPP reflects extensive engagement with marginalized language 
communities in the County of Sonoma, and incorporates the feedback, advice, and 
perspectives of representatives of these communities.2 

• Collective and Transfonnative Leadership: The LAPP incorporates lessons learned, 
feedback, and insights from across the government of the County of Sonoma. 

• Authentic Collaboration: The LAPP exemplifies authentic collaboration because it 
was developed with significant input from community members and community­
based organizations in the County. 

• Transparency and Accountability: The LAPP explicitly includes provisions and 
procedures for transparency and accountability in the provision of language access 
to the residents of the County who need such access to equitably participate in the 
full civic life of the County. 

LEAD 6RESPONSIBLE AGENCIES 

AIENCYROLE 

LAPP Administrator TBD 

1 For the full statement of Values of the Office of Equity of the County of Sonoma, see 
https://sonomacounty.ca.gov/administrative-support-and-fiscal-services/office-of­
equity/vision-mission-and-values 
2 See Report B-4: Qualitative Findings on Community Outreach (Focus Groups) 
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LAPP Resourcing CAO/BOS 

LAPP Data Collection TBD 

LAPP Reporting TBD 

LAPP Accountability and Evaluation TBD 

SITUATION OVERVIEW 

The County of Sonoma is linguistically diverse. According to the 2020 US Census, at least 
12% of the residents of the County of Sonoma, aged 5 years and older - more than 49,000 
people - speak a language other than English at home and speak English less than ''very 
well," thus meeting the definition of Limited English Proficient (LEP). In this Plan, 
Linguistically Diverse (LO) or non-English speaking is being used instead of LEP. More than 
40,000 of these individuals speak Spanish, comprising 10% of the County's population, and 
more than 75 other languages are spoken by County residents.3 County residents who do 
not speak English well enough to engage with County agencies, or who do not speak 
English at all, report significant language barriers, including: a lack of interpreters in their 
languages; discrimination based on Limited English Proficient status, including the denial 
of interpreters when requested; poor quality translations in their languages, leaving 
residents confused about how to access County services; and for speakers of Indigenous 
Languages of Mexico, Guatemala, and other countries of Central America, misidentification 
as Spanish speakers, sometimes over their specific objections to this misidentification. 

Language access is mandated by federal and California laws and regulations. Title VI of the 
Civil Rights Act of 1964 prohibits discrimination based on national origin and, as elaborated 
in Presidential Executive Order 13166, Title VI requires recipients of Federal funding to 
provide meaningful language access to non-English speaking individuals whom they serve. 
For the Deaf and Hard of Hearing, and the Blind and Vision Impaired, language access is 
mandated under the federal Americans with Disabilities Act. The California Dymally­
Alatorre Bilingual Services Act, Government Code §7290 et seq. requires California State 
and local public agencies serving a Substantial Number of limited English-speaking people 
to provide services and materials in the language(s) spoken by those persons. California 

3 See Report A-3: Demographic Analysis of linguistically diverse communities in Sonoma County and 
STATE OF CALIFORNIA, COUNTY, AND MUNICIPAL LANGUAGE ACCESS LAWS and regulations 
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Government Code §11135 et seq. is parallel to the federal Title VI, but broader and includes 
more protected classes. It prohibits discrimination on the basis of: race, national origin, 
ethnic group identification, religion, age, sex, sexual orientation, color, or disability. The 
term "ethnic group identification" is defined by state regulations as including linguistic 
characteristics or language. 

Therefore, it is a legal obligation of the County of Sonoma and its agencies to provide 
language access to non-English speaking and Deaf and Hard of Hearing individuals seeking 
County services or interacting with County agencies. As the Deaf, Hard of Hearing, Blind 
and Vision Impaired individuals are covered under the American with Disabilities Act, the 
focus of the Language Access Plan and Policy is on non-English speaking individuals. 

CURRENT COUNTY INVESTMENT 
Currently, there are 740 County employees certified as Bilingual and receiving a bilingual 
premium. Bilingual premiums vary based on the level of proficiency (basic and fluent) and 
applicable Salary Resolution or Memorandum of Understanding. 

The County also has Blanket Purchase Orders (BPOs) for interpretation and translation 
services with approximately 13 different companies. Total spending across these 
companies is just under $1.1 million from 2020 to present Additionally, individual 
departments may have their own contracts for translation and interpretation services not 
reflected in the BPO costs. 

Thus, the current costs for County language access are large and a deeper fiscal analysis is 
needed to ascertain the total annual costs being spent on language access. During Phase 
One of the Language Access implementation plan, these complete costs can be obtained 
and assist in the later implementation phases. 

BEST PRACTICES IDENTIFIED 

• Hiring more bilingual and culturally responsive county staff across departments 
• Providing professional native language interpretation services, whether in-person 

or phone-based 
• Translating key documents, forms, and signage into residents' languages 
• Ensuring emergency alerts and disaster communications go out in most commonly 

spoken languages 
• Creating community liaison roles from communities experiencing marginalization 

to inform cultural sensitivity 
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• Conducting public outreach and meetings in partnership with trusted community 
organizations 

• Supporting cultural events and community gathering spaces 
• Accommodating language needs proactively rather than relying on residents to self-

advocate 
• Incorporating visual, audio and verbal modes to increase accessibility 
• Compensating community members for interpretation/translation assistance 
• Expanding availability of language access law trainings 
• Adding bilingual options across communication channels (websites, over-the-phone 

interpreting (OPI), virtual remote interpreting (VRI), etc.) 

In summary, through inclusive professional practices around staffing, contracting, 
translation, interpretation, meeting facilitation and information delivery, Sonoma County 
agencies can grow in literacy, break dependence on children, family members, and other 
informal translators and interpreters, ensure equitable emergency information flows, 
validate cultural communication preferences, and ultimately ensure that all residents 
across languages can access their preferred language for best interaction with their local 
government. 

SPECIFIC GAPS IDENTIFIED AND RECOMMENDATIONS: 

ADMINISTRATIVE GAPS 
Administrative gaps were identified through examining County language access policies 
and procedures, to the extent that these exist, as well as through interviews with County 
Supervisors and focus groups with County language access leads, bilingual staff, staff and 
contracted interpreters. 

1. The County lacks centralized language access resources, including. 
a. Technical assistance on language access for County agencies; and, 
b. Standardized training in language access for County personnel. 

Recommendation: The County should designate a County Language Access 
Authority (LAA), with a clear understanding of language access requirements and 
processes and can work across the County government to provide: 

• Technical assistance to all County agencies regarding language access 
• Staff training on language access for County personnel. 
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2. The County lacks centralized tracking of language access requests and spending. 

Recommendation: The County should implement centralized tracking of language 
access requests and spending, under the responsibilities of the County Language 
Access Authority. 

3. While the County has BPO contracts for language access, the level of awareness of 
them, the quality of services delivered, and the level of utilization across County 
agencies varies widely. 

Recommendations: The County should centralize its language access contracting, 
with technical oversight provided by the County Language Access Authority, 
including: 

• Examining all current contracts for ways to improve the quality of the 
services delivered; 

• Including quality metrics in future contracts. 
o For virtual and telephonic language access, including a complete list 

of languages required, as well as a Service Level Agreement regarding 
the time to connect with an interpreter; 

o For all contracts, including provisions requiring adherence to industry 
standards and State and Federal laws and regulations regarding the 
qualifications of translators and spoken interpreters; 

• Adding information on how to access County language access contracts to 
the training recommended above. 

SERVICE GAPS 
Service gaps were identified as with administrative gaps, with additional information 
coming from the community engagement focus groups. 

1. There is a perception among community members that many County agencies 
lack language services and in-language access to information; 

Recommendation: The County should develop and execute a comprehensive 
language access outreach plan to engage with Community-Based Organizations 
regarding the County Language Access Policy and Plan, the civil right to language 
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access as guaranteed by California and Federal laws and regulations, and how 
residents can obtain language access when engaging with County agencies. 

2. County telephone menus have no options for phone-based assistance in non­
English/Spanish languages; 

Recommendation: The County of Sonoma should work with its telephone providers 
to install a module to help with language identification; several commercial options 
are available. 

3. Community members noted a complete absence of professional interpretation 
services in languages like Mixteco, Triqui, Chatino, Tagalog, Fijian, etc. 

Recommendation: As noted above, contracts for language access should specify all 
languages known to occur in the County, as well as including a requirement to 
provide any other language which may arise. This is a standard practice in language 
access, and all of the languages listed here can be provided by language services 
companies, at least in telephonic or remote mode. 

4. Community members noted a lack of access assistance with 
understanding/completing Eng1.ish forms; 

Recommendation: Sight translation and document assistance should be included in 
the modes of language access offered by the County. 

5. Community members and some County language access leads noted that 
translations of County documents often include confusing bureaucratic processes 
and terminology, both of which may be unfamiliar to immigrants to the County; 

Recommendation: The County and its agencies should examine how materials are 
written in English, strive for clarity and readability, and adhere to the Federal Plain 
Language Guidelines and the Plain Writing Act of 2010. This will assist translators 
when these documents are rendered in another language. However, it is likely that 
some level of legal and technical language will remain in County documents and 
forms. Therefore, the County should work with Community-Based Organizations as 
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part of its outreach to them, to help explain commonly used forms and documents 
in terms understood by community members. 

6. Community members noted that COVID-19 testing/vaccine access information 
not accessible without language support; 

Recommendation: The County should make public health and other emergency 
information available in multiple languages, ideally by translating materials into the 
top 10 languages in the County, and providing short videos in Indigenous languages, 
through language services contractors or qualified County employees. 
As of the 2013 American Community Survey, Spanish, Tagalog, Chinese (Cantonese, 
Mandarin and other Chinese languages), German, French, Vietnamese, Portuguese, 
Italian, African languages and Pacific Island languages are the most prevalent non­
English languages spoken by county residents.4 However, as noted in the County 
Demographic Analysis, some speakers of indigenous languages of Mexico, Central 
and South America may be listed as Spanish speakers, even though they are more 
proficient in their native languages. The Language Access Coordinator should work 
to identify the indigenous language needs of the community and ensure that public 
health and emergency information is also provided in those languages, which 
include Mixteco, Triqui, Chatino, among others. 

7. Community members noted that there is no existing infrastructure to 
consistently engage community liaisons from linguistic groups who experience 
marginalization. 

Recommendation: The County should work consistently with Community-Based 
Organization leads as part of its ongoing community engagement. 

SERVICE LIMITATIONS: 
1. As noted in the Demographic report for this project, Spanish is the only language 

in which the County is obligated to provide translations ofvital documents as 
defined in Executive Order 13166. However, given the linguistic diversity of the 
County, this creates the gap noted above with respect to availability of documents 
in other languages. Considering the linguistic diversity of the County, there are a 
significant number of languages of lesser diffusion, with relatively few speakers 

4 The Demographic Analysis of Linguistically Diverse Communities in Sonoma County provides a list 
of languages spoken by residents in the County. 
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of each language present in the County. These circumstances contribute to fiscal 
limitations, as it may not be fiscally feasible to provide translations in every 
language present in the County, even if desired; 

Recommendations: Sight Translation and document assistance should be included 
in the modes of language access offered by the County. 

2. For certain languages, the speakers of that language may not have literacy in the 
language, depending on their level of schooling in their country of origin, and 
whether the language has a written form. 

Recommendation: The County's language access services should include the 
provision of short, in-language videos on key topics, in languages where literacy 
may be limited. 

3. Natural disasters pose specific challenges: 
a. Geography and cellular and internet access; 
b. Language access personnel may be impacted themselves by a disaster and 

thus be unavailable to provide language access services. 

Recommendation: The County should seek technical assistance from the US 
Department of Homeland Security on best practices in language access during 
natural disasters. 

CONCLUSION 
While the County of Sonoma demonstrates a general understanding of and commitment to 
providing language access, there are clear gaps and limitations that need to be addressed. 
Centralizing language access efforts under a County Language Access Authority, improving 
contracting, expanding outreach and engagement with community organizations, 
addressing gaps in translations and interpretations, and planning for disasters can 
significantly improve access and equity. By implementing the recommendations outlined 
above, the County of Sonoma will be better positioned to serve its diverse linguistic 
communities in line with federal and state laws. Moving forward with purposeful language 
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access efforts will require commitment of resources, but will lead to more just and 
equitable access to vital services. 

PLAN OVERVIEW: 

The County of Sonoma Language Access Plan will transform language access for County 
residents through transformational change to the approach to and infrastructure for 
language access in the County. 

In Phase 1the County will: 

• Establish a single County point of contact for language access oversight and support 
by designating the department that will be the Language Access Authority; 

• Coordinate centralized resources for the provision of language access; 
• Develop a countywide budget and relevant staff resources for language access after 

adoption of the Language Access Policy. 
• Begin developing sustaining relationships with Community-Based Organizations 

(CBOs) to assist the County in: 
o Proactive outreach to non-English speaking populations regarding the 

availability of language access services; 
o Developing language access resources, especially by training interpreters in 

Indigenous languages and other languages of lesser diffusion; 
• Report to the residents of the County on the implementation of the Language 

Access Plan. 

In Phase 2, the County will 

• Appropriate funds to support language access across all County departments, 
agencies and offices; 

• Train county personnel on the County's Language Access Policy, language access 
laws, and accessing language service contractors 

• Report to the residents of the County on the implementation of the Language 
Access Plan. 

COUNTYWIDE ACTIONS 

1. The County of Sonoma will adopt a final Language Access Policy and Plan in 2024. 
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2. The County of Sonoma will assign responsibility for administration and oversight of 
the Language Access Policy and Plan to a department that will be the Language 
Access Authority (LAA) by the end of 2024. 

i. Under this responsibility, the County of Sonoma will task that 
department to develop countywide mechanisms to implement the 
language access policy of the County. 

3. The County of Sonoma will appropriate funds and authority for administering and 
overseeing language access to the responsible LAA department. 

LANGUAGE ACCESS AUTHORITY ACTIONS 

Phaset 

1. The LAA will develop countywide mechanisms to implement the language access 
policy of the County of Sonoma within a year after adopting the Language Access 
Polity, including the following: 

a. The Office of Equity recommends hiring a Language Access Coordinator, 
with responsibility and resources to implement the County's language access 
policy and plan 

b. Developing a "one stop shop" for language access for County of Sonoma 
government stakeholders, including: 

i. Technical assistance for County agencies; 
ii. Practical information on how to use countywide language access 

resources, including FAQs as well as user-friendly links to County 
language access contractors; 

111. Alanguage access helpline. 
2. The LAA will develop countywide language access services RFPs to cover: 

a. Remote interpreting services 
b. Website localization services 
c. Document translation services 
d. In-person interpreting services. 

In developing the RFPs for remote and in-person interpreting services, the 
LAA will include best practice guidance for language access in natural 
disasters, as developed by the US Department of Homeland Security, Office 
of Civil Rights. 

Additionally, in developing RFPs for language access, the LAA will incorporate 
guidance on best practices for language access in Indigenous languages, 
incorporate Federal Plain Language Guidelines, and will consult with 
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Community-Based Organizations which work with Indigenous language 
communities in the County.5 

3. The LAA will award countywide language access contracts, per action item 2. It is 
expected that multiple vendors may be required to cover all languages present in 
the County, and to cover all of the geographic regions of the County. 

4. The LAA will develop an accountability and evaluation process within a year after 
adopting the Language Access Policy, to include: 

a. Aformal, web-based language access accountability form, available at a 
minimum, in English and Spanish, with language access notification in the 
top 10 languages spoken in the county (that is, notices to the effect that the 
form can be completed with assistance in other languages upon request); 

b. Aformal process to ensure accountability for language access provision, 
consistent with County ordinances and California and Federal laws and 
regulations; 

c. Community outreach to CBOs to enable third-party, no-fault reporting of 
language access challenges. This function will not include the resolution of 
complaints of disparate treatment or disparate impact, but will serve as an 
additional source of information to continuously improve language access. 

5. The LAA will develop staff training on language access for all County employees 
within the first year after adopting the Language Access Policy. Staff training will 
include: 

a. An overview of County, State, and Federal laws, regulations, and policies 
pertaining to language access; 

b. Concise information on the linguistic and cultural diversity of the County of 
Sonoma; 

c. Concise information on the following motivations for the provision of 
language access: 

i. Civil rights requirements under California and Federal laws and 
regulations; 

ii. The benefits of providing language access, including improvements in 
the delivery of County services, increased engagement with County 
residents, among other benefits; 

iii. The social justice imperative in delivering language access, as 
essentially any resident or visitor requiring language access is 
disadvantaged in comparison to those who do not require language 
access; 

5 For example, see the OHS Draft Indigenous Language Access Plan: 
https://www.dhs.gov/publication /dhs-indigenous-languages-plan 
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d. Concise and practical "how-to" information for frontline staff and their 
managers, on the following topics: 

i. How to determine when language access is required, with the default 
being to offer language access if any concern exists regarding 
effective communication in English; 

ii. How to access centralized County resources, such as Over the Phone 
Interpreting (OPI) services and Virtual Remote Interpreting (VRI) 
services; 

iii. Additional requirements and challenges in providing language access 
to Indigenous language speakers, who may present with Spanish 
names and may have a geographic origin in a Spanish-speaking 
country, but who are not Spanish speakers. These individuals may 
require: 

1. Relay interpreting (to and from their Indigenous language into 
Spanish, then to and from Spanish into English); 

2. Sight translation of written material in English or Spanish into 
their indigenous languages; 

3. Reading materials written in their languages aloud, as many 
Indigenous speakers come from countries with no education in 
their language and may thus lack literacy in the language; 

e. Concise information on why the use of minor children, other family 
members, and community members brought in by the resident are not 
allowed except in exceptional, emergent circumstances; 

f. Common mistakes and misperceptions in the provision of language access; 
g. The complaint process for language access complaints. 

Phase2 

6. The LAA will deliver staff training to all county employees within the second year 
after adoption of the Language Access Policy. 

7. The LAA will deliver community outreach on the County Language Access Policy, 
starting in Phase 1, and continuing through Phase 2. This will include: 

a. Partnerships with Community-Based Organizations to facilitate outreach, 
promote language access, and provide practical information to community 
members; 

b. Exploring pilot programs with Community-Based Organizations and local 
interpreter trainers to identify and train potential Indigenous Language 
interpreters; 
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8. The LAA will regularly collect data on the provision of language access in the 
County, including: 

a. Data from each County agency and office on language access provided; 
b. Data on how language access was provided, including 

i. County bilingual employees 
ii. County staff interpreters 
iii. Contract interpreters (local on site; over the phone, and virtual 

remote) 
c. Cost of providing language access 

Data will be reported by language, department/agency, geographic location, 
and type of delivery. 

The LAA will develop its data collection plan during Phase 1and begin 
implementation by Phase 2. 

9. The LAA will prepare annual reports for the Board of Supervisors on the 
implementation of the County Language Access Plan. 

DEFINITIONS 

ADA (Americans with Disabilities Act) - The ADA is a civil rights law that prohibits 
discrimination against individuals with disabilities in all areas of public life, includingjobs, 
schools, transportation, and all public and private places that are open to the general 
public. In the context of this study, the ADA applies to the provision of ASL (American Sign 
Language) interpretation. 

Bilingual Employee - ACounty employee who is proficient in the English language and a 
language other than English that is spoken by non-English speakers who are residents of 
the County of Sonoma. The County of Sonoma maintains policies and procedures to 
determine the ability of Bilingual Employees (e.g., Basic or Fluent) to provide language 
access. Employees may receive a premium for using bilingual skills as outlined in the 
applicable memorandum of understanding or the Salary Resolution. 

Certified Deaf Interpreter (CDI): Holders of this certification are deaf or hard of hearing 
and have demonstrated knowledge and understanding of interpreting, deafness, the Deaf 
community, and Deaf culture. Holders have specialized training and/or experience in the 
use of gesture, mime, props, drawings and other tools to enhance communication. Holders 
possess native or near-native fluency in American Sign Language and are recommended 

17 



for a broad range of assignments where an interpreter who is deaf or hard-of-hearing 
would be beneficial. (Source: Registry of Interpreters for the Deaf) 

County - the County of Sonoma 

Dymally-Alatorre Bilingual Seivices Act (California Government Code Section 7290 et. 
Seq.)-An act signed into law in 1973 to eliminate language barriers that prevent non­
English speaking individuals from having equal access to public services. This Act mandates 
that state and local agencies directly involved in the furnishing of information or the 
rendering of services to the public utilize language services to enable access to any non­
English speaking population that meets the threshold of 5% or more of the total 
population. 

Deaf or Hard-of-Hearing Individual (DHH Individual) - Someone who is limited in their 
ability to communicate due to total or partial hearing loss. Deaf and Hard of Hearing 
individuals may use American Sign Language as their native language, but Deaf and Hard of 
Hearing individuals from outside the United States will likely use another signed language. 
In the context of language access, Deaf individuals may require an American Sign Language 
(ASL) interpreter and/or Certified Deaf Interpreter (CDI), or an interpreter of another 
signed language. 

EO 13166 - An executive order issued in August 2000 by President William J. Clinton that 
clarifies the requirements for LEP individuals under Title VI of the Civil Rights Act. 
Specifically, EO 13166 clarifies the prohibition on national origin discrimination in Title VI 
as extending to discrimination based on the language status of the individual. The order 
requires federal agencies and any recipients of federal aid to implement policies and 
procedures to ensure non-English speaking individuals can meaningfully access the 
services of said agencies, at no cost to the non-English speaking individual. 

Interpreting - Oral language assistance provided by an interpreter either in-person or via 
a telephone interpretation service. 

Relay Interpreting: - Interpreting from language Ainto language B, and then from 
language Binto language C. For example, for many Indigenous Languages of Mexico and 
Central America, there are very few interpreters capable of rendering the interpreting into 
English. In such cases, Relay Interpreting is required, where one interpreter will work from 
Chatino (for example) into Spanish, and a second interpreter from Spanish into English. 
Relay interpreting may also be required with Deaf and Hard of Hearing individuals, when 1) 
the Deaf or Hard of Hearing individual signs in a language other than American Sign 
Language, such as Nicaraguan or Mexican Sign Language; 2) the Deaf or Hard of Hearing 
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Individual does not have sufficient proficiency in American Sign Language (ASL) to 
communicate through an ASL interpreter. In these cases, the best practice is to engage a 
Certified Deaf Interpreter, who interprets to and from ASL, and an ASL interpreter, who 
provides interpreting into and out of English. 

Qualified Interpreter - For spoken languages, a Qualified interpreter for a non-English 
speaking individual means an interpreter who via a remote interpreting service or an on­
site appearance: 

1. Has demonstrated proficiency in speaking and understanding both spoken English 
and at least one other spoken language; 

2. Is able to interpret effectively, accurately, and impartially to and from such 
language(s) and English (or another language, in the case of Relay Interpreting), 
using any necessary specialized vocabulary or terms without changes, omissions, or 
additions and while preserving the tone, sentiment, and emotional level of the 
original oral statement; and 

3. Adheres to generally accepted interpreter ethics principles, including client 
confidentiality. 

For signed languages, a Qualified Interpreter means an interpreter possessing a valid 
certification from the Registry of Interpreters for the Deaf as an ASL Interpreter or a 
Certified Deaf Interpreter. 

LAPP (Language Access Plan and Policy) - The Language Access Plan and Policy provides a 
set of standard language justice and access operating guidelines for the County of Sonoma, 
or "best practices," and standards to ensure that local partners shall provide culturally and 
linguistically responsive language services and may be used by County staff to close 
language and accessibility gaps in services. 

LEP Individual - Someone who does not speak English as their primary language and is 
limited in their ability to read, write, speak or understand English. LEP status is defined in 
Presidential Executive Order 13166.6 Many LEP persons are in the process of learning 
English and may read, write, speak, and/or understand some English, but not proficiently. 
LEP status may be context specific; for example, an individual who has sufficient English 
skills for daily communication may need language access during a medical appointment, or 
at a disaster recovery center, among other contexts. An individual may have sufficient 
language skills to communicate basic information (name, address, etc.) but may not have 
sufficient skills to communicate detailed information in English. 

6 See https://www.justice.gov/crt/executive-order-13166 
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LSC (language services company) and LSP (language seivices provider) - Acompany that 
provides professional language services including translation, interpretation, localization, 
etc. (Source: ASTM F3130-2018, Standard Practice for Language Service Companies). 

Localization - the process whereby a website, service, or product is adapted to a specific 
culture and language. 

Meaningful Access - Language assistance that results in accurate, timely, and effective 
communication at no cost to the individual who is limited English proficient. Meaningful 
access means access that is not significantly restricted, delayed or inferior as compared to 
programs or services provided to persons who are proficient in the English language. 

OPI (Over the Phone Interpretation, otherwise known as telephonic interpreting or OPI 
for short)-A 3-way conference call among an interpreter, an non-English speaking 
individual, and an English-speaking second party. 

Sight-Translation -The oral rendering of what is written in one (source) language into 
another (target) language without adding, omitting or distorting meaning. For example, an 
interpreter might be asked to provide sight-translation of a form or notice from a County 
agency. 

Signed Language - Alanguage where information is conveyed through the use of physical 
signs, through the use of the hands, facial expression, body position, and other non-verbal 
means. Signed languages include American Sign Language (ASL}, and its dialects, which are 
the primary signed language among American Deaf and Hard of Hearing individuals. Other 
signed languages, such as British Sign Language (BSL}, Nicaraguan Sign Language (NSL}, are 
linguistically distinct languages and are not mutually intelligible with ASL. 

Substantial Number of LEP Individuals - Agroup of non-English speaking County 
residents who speak a shared language other than English and numbers at least 5% of the 
total County population (in accordance with State language threshold standards) and/or 
numbers at least 10,000 individuals (in accordance with federal language threshold 
guidance). 

Translation - Written language assistance provided by a translator. 

Qualified Translator - Qualified translator means a translator who: 

20 



1. Has demonstrated proficiency in writing and understanding both written English 
and at least one other written non-English language; 

2. Is able to translate effectively, accurately, and impartially to and from such 
language(s) and English, using any necessary specialized vocabulary or terms 
without changes, omissions, or additions and while preserving the tone, sentiment, 
and emotional level of the original written statement; and, 

3. Adheres to generally accepted translator ethics principles, including client 
confidentiality. 

Vital Documents - Any document that is critical for ensuring meaningful access to the 
recipients' major activities and programs by beneficiaries generally and non-English 
speaking persons specifically. Whether or not a document (or the information it solicits) is 
"vital" depends upon the importance of the program, information, encounter, or service 
involved, and the consequence to the non-English speaking person if the information in 
question is not provided accurately or in a timely manner. 

Examples of vital documents include applications for services and benefits, consent and 
complaint forms; notices of rights and disciplinary action; notices advising non-English 
speaking persons of the availability of free language assistance; and letters or notices that 
require a response from the beneficiary or client. 

"Vital document" is a term used in federal regulation, including EO 13166 and 45 CFR 92.101. 
While California state legislation establishing the state right to language access (the 
Dymally-Alatorre Bilingual Services Act) does not use this exact term, it requires state and 
local agencies to provide meaningful access to the same types of content (i.e., information 
that affects rights, duties, or privileges) and applies a slightly broader scope to include any 
written materials that solicit information from the non-English speaking individual or 
provide them with information. In this document, the term ''vital documents" will refer to 
any document that meets either the federal or state standard for content that the city is 
required to provide to non-English speaking individuals in a non-English language. 

VRI - Video Remote Interpreting (VRI) is a video telecommunication service that uses 
devices such as web cameras or videophones to provide sign language or spoken language 
interpreting services. 
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Exhibit E 
FEDERAL PROVISIONS - FAA 

1. ACCESS TO RECORDS AND REPORTS 
The Contractor must maintain an acceptable cost accounting system. The Contractor 
agrees to provide the Owner, the Federal Aviation Administration and the Comptroller 
General of the United States or any of their duly authorized representatives access to any 
books, documents, papers and records of the Contractor which are directly pertinent to 
the specific contract for the purpose of making audit, examination, excerpts and 
transcriptions. The Contractor agrees to maintain all books, records and reports required 
under this contract for a period of not less than three years after final payment is made 
and all pending matters are closed. 

2. BREACH OF CONTRACT TERMS 
Any violation or breach of terms of this contract on the part of the Consultant or its 
subcontractors may result in the suspension or termination of this contract or such other 
action that may be necessary to enforce the rights of the parties of this agreement. Owner 
will provide Consultant written notice that describes the nature of the breach and 
corrective actions the Consultant must undertake in order to avoid termination of the 
contract. Owner reserves the right to withhold payments to Contractor until such time the 
Contractor corrects the breach or the Owner elects to terminate the contract. The Owner's 
notice will identify a specific date by which the Consultant must correct the breach. Owner 
may proceed with termination of the contract if the Consultant fails to correct the breach 
by the deadline indicated in the Owner's notice. The duties and obligations imposed by 
the Contract Documents and the rights and remedies available thereunder are in addition 
to, and not a limitation of, any duties, obligations, rights and remedies otherwise imposed 
or available by law. 

3. GENERAL CIVIL RIGHTS PROVISIONS 
In all its activities within the scope of its airport program, the Contractor agrees to comply 
with pertinent statutes, Executive Orders, and such rules as identified in Title VI List of 
Pertinent Nondiscrimination Acts and Authorities to ensure that no person shall, on the 
grounds of race, color, national origin (including limited English proficiency), creed, sex 
(including sexual orientation and gender identity), age, or disability be excluded from 
participating in any activity conducted with or benefiting from Federal assistance. This 
provision is in addition to that required by Title VI of the Civil Rights Act of 1964. The 
above provision binds the Contractor and subcontractors from the bid solicitation period 
through the completion of the contract. 

The Charles M Schulz - Sonoma County Airport, in accordance with the provisions of 
Title VI of the Civil Rights Act of 1964 (78 Stat. 252, 42 USC §§ 2000d to 2000d-4) and 
the Regulations, hereby notifies all bidders or offerers that it will affirmatively ensure that 
for any contract entered into pursuant to this advertisement, [select businesses, or 
disadvantaged business enterprises or airport concession disadvantaged business 



enterprises] will be afforded full and fair opportunity to submit bids in response to this 
invitation and no businesses will be discriminated against on the grounds of race, color, 
national origin (including limited English proficiency), creed, sex (including sexual 
orientation and gender identity), age, or disability in consideration for an award. 

Title VI List of Pertinent Nondiscrimination Acts and Authorities 
During the performance of this contract, the Contractor, for itself, its assignees, and 
successors in interest (hereinafter referred to as the "Contractor") agrees to comply with 
the following non-discrimination statutes and authorities; including but not limited to: 

• Title VI of the Civil Rights Act of 1964 (42 USC § 2000d et seq., 78 stat. 252) 
(prohibits discrimination on the basis of race, color, national origin). 

• 49 CFR part 21 (Non-discrimination in Federally Assisted programs of the 
Department of Transportation-Effectuation of Title VI of the Civil Rights Act of 
1964). 

• The Uniform Relocation Assistance and Real Property Acquisition Policies Act of 
1970, (42USC § 4601) (prohibits unfair treatment of persons displaced or whose 
property has been acquired because of Federal or Federal-aid programs and 
projects). 

• Section 504 of the Rehabilitation Act of 1973 (29 USC § 794 et seq.), as amended 
(prohibits discrimination on the basis of disability); and 49 CFR part 27 
(Nondiscrimination on the Basis of Disability in Programs or Activities Receiving 
Federal Financial Assistance). 

• The Age Discrimination Act of 1975, as amended (42 USC § 6101 et seq.) 
(prohibits discrimination on the basis of age). 

• Airport and Airway Improvement Act of 1982 (49 USC § 47123), as amended 
(prohibits discrimination based on race, creed, color, national origin, or sex). 

• The Civil Rights Restoration Act of 1987 (PL 100-259) (broadened the scope, 
coverage and applicability of Title VI of the Civil Rights Act of 1964, the Age 
Discrimination Act of 1975 and Section 504 of the Rehabilitation Act of 1973, by 
expanding the definition of the terms "programs or activities" to include all of the 
programs or activities of the Federal-aid recipients, sub-recipients and contractors, 
whether such programs or activities are Federally funded or not). 

• Titles II and Ill of the Americans with Disabilities Act of 1990 (42 USC§ 12101, et 
seq) (Prohibit discrimination on the basis of disability in the operation of public 
entities, public and private transportation systems, places of public 
accommodation, and certain testing entities) as implemented by U.S. Department 
of Transportation regulations at 49 CFR parts 37 and 38. 

• The Federal Aviation Administration's Nondiscrimination statute (49 USC§ 47123) 
(Prohibits discrimination on the basis of race, color, national origin, and sex). 

• Executive Order 12898, Federal Actions to Address Environmental Justice in 
Minority Populations and Low-Income Populations (ensures nondiscrimination 
against minority populations by discouraging programs, policies, and activities with 
disproportionately high and adverse human health or environmental effects on 
minority and low-income populations). 

• Executive Order 13166, Improving Access to Services for Persons with Limited 
English Proficiency, and resulting agency guidance, national origin discrimination 



includes discrimination because of limited English proficiency (LEP). To ensure 
compliance with Title VI, you must take reasonable steps to ensure that LEP 
persons have meaningful access to your programs [70 Fed. Reg. 74087 (2005)]. 

• Title IX of the Education Amendments of 1972, as amended, which prohibits you 
from discriminating because of sex in education programs or activities (20 USC § 
1681, et seq). 

Compliance with Nondiscrimination Requirements: 
During the performance of this contract, the Contractor, for itself, its assignees, and 
successors in interest (hereinafter referred to as the "Contractor"), agrees as follows: 

A. Compliance with Regulations: 
The Contractor (hereinafter includes consultants) will comply with the Title VI List 
of Pertinent Nondiscrimination Acts and Authorities, as they may be amended from 
time to time, which are herein incorporated by reference and made a part of this 
contract. 

B. Nondiscrimination: 
The Contractor, with regard to the work performed by it during the contract, will not 
discriminate on the grounds of race, color, national origin (including limited English 
proficiency), creed, sex (including sexual orientation and gender identity), age, or 
disability in the selection and retention of subcontractors, including procurements 
of materials and leases of equipment. The Contractor will not participate directly or 
indirectly in the discrimination prohibited by the Nondiscrimination Acts and 
Authorities, including employment practices when the contract covers any activity, 
project, or program set forth in Appendix B of 49 CFR part 21. 

C. Solicitations for Subcontracts, including Procurements of Materials and 
Equipment: 
In all solicitations, either by competitive bidding or negotiation made by the 
Contractor for work to be performed under a subcontract, including procurements 
of materials, or leases of equipment, each potential subcontractor or supplier will 
be notified by the Contractor of the contractor's obligations under this contract and 
the Nondiscrimination Acts and Authorities on the grounds of race, color, or 
national origin. 

D. Information and Reports: 
The Contractor will provide all information and reports required by the Acts, the 
Regulations, and directives issued pursuant thereto and will permit access to its 
books, records, accounts, other sources of information, and its facilities as may be 
determined by the Sponsor or the Federal Aviation Administration to be pertinent 
to ascertain compliance with such Nondiscrimination Acts and Authorities and 
instructions. Where any information required of a contractor is in the exclusive 
possession of another who fails or refuses to furnish the information, the 
Contractor will so certify to the Sponsor or the Federal Aviation Administration, as 
appropriate, and will set forth what efforts it has made to obtain the information. 

E. Sanctions for Noncompliance: 
In the event of a Contractor's noncompliance with the nondiscrimination provisions 
of this contract, the Sponsor will impose such contract sanctions as it or the Federal 



Aviation Administration may determine to be appropriate, including, but not limited 
to: 

i. Withholding payments to the Contractor under the contract until the 
Contractor complies; and/or 

ii. Cancelling, terminating, or suspending a contract, in whole or in part. 
F. Incorporation of Provisions: 

The Contractor will include the provisions of paragraphs one through six in every 
subcontract, including procurements of materials and leases of equipment, unless 
exempt by the Acts, the Regulations, and directives issued pursuant thereto. The 
Contractor will take action with respect to any subcontract or procurement as the 
Sponsor or the Federal Aviation Administration may direct as a means of enforcing 
such provisions including sanctions for noncompliance. Provided, that if the 
Contractor becomes involved in, or is threatened with litigation by a subcontractor, 
or supplier because of such direction, the Contractor may request the Sponsor to 
enter into any litigation to protect the interests of the Sponsor. In addition, the 
Contractor may request the United States to enter into the litigation to protect the 
interests of the United States. 

4. CLEAN AIR AND WATER POLLUTION CONTROL 
Contractor agrees to comply with all applicable standards, orders, and regulations issued 
pursuant to the Clean Air Act (42 USC§§ 7401-7671q) and the Federal Water Pollution 
Control Act as amended (33 USC§§ 1251-1387). The Contractor agrees to report any 
violation to the Owner immediately upon discovery. The Owner assumes responsibility 
for notifying the Environmental Protection Agency (EPA) and the Federal Aviation 
Administration. 

5. TEXTING WHEN DRIVING 
In accordance with Executive Order 13513, "Federal Leadership on Reducing Text 
Messaging While Driving", (10/1/2009) and DOT Order 3902.10, "Text Messaging While 
Driving", (12/30/2009), the Federal Aviation Administration encourages recipients of 
Federal grant funds to adopt and enforce safety policies that decrease crashes by 
distracted drivers, including policies to ban text messaging while driving when performing 
work related to a grant or subgrant. In support of this initiative, the Owner encourages the 
Contractor to promote policies and initiatives for its employees and other work personnel 
that decrease crashes by distracted drivers, including policies that ban text messaging 
while driving motor vehicles while performing work activities associated with the project. 
The Contractor must include the substance of this clause in all sub-tier contracts 
exceeding $10,000 that involve driving a motor vehicle in performance of work activities 
associated with the project. 

6. EQUAL OPPORTUNITY CLAUSE 
A. During the performance of this contract, the Contractor agrees as follows: 

The Contractor will not discriminate against any employee or applicant for 
employment because of race, color, religion, sex, sexual orientation, gender 
identity, or national origin. The Contractor will take affirmative action to ensure 
that applicants are employed, and that employees are treated during 



employment, without regard to their race, color, religion, sex, sexual orientation, 
gender identify, or national origin. Such action shall include, but not be limited 
to, the following: employment, upgrading, demotion, or transfer; recruitment or 
recruitment advertising; layoff, or termination; rates of pay or other forms of 
compensation; and selection for training, including apprenticeship. The 
Contractor agrees to post in conspicuous places, available to employees and 
applicants for employment, notices to be provided setting forth the provisions 
of this nondiscrimination clause. 

B. The Contractor will, in all solicitations or advertisements for employees placed 
by or on behalf of the Contractor, state that all qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex, sexual 
orientation, gender identity, or national origin. 

C. The contractor will not discharge or in any other manner discriminate against 
any employee or applicant for employment because such employee or 
applicant has inquired about, discussed, or disclosed the compensation of the 
employee or applicant or another employee or applicant. This provision shall 
not apply to instances in which an employee who has access to the 
compensation information of other employees or applicants as a part of such 
employee's essential job functions discloses the compensation of such other 
employees or applicants to individuals who do not otherwise have access to 
such information, unless such disclosure is in response to a formal complaint 
or charge, in furtherance of an investigation, proceeding, hearing, or action, 
including an investigation conducted by the employer, or is consistent with the 
contractor's legal duty to furnish information. 

D. The Contractor will send to each labor union or representative of workers with 
which it has a collective bargaining agreement or other contract or 
understanding, a notice to be provided by the agency contracting officer, 
advising the labor union or workers' representative of the Contractor's 
commitments under this section 202 of Executive Order 11246 of September 
24, 1965, and shall post copies of the notice in conspicuous places available 
to employees and applicants for employment. 

E. The Contractor will comply with all provisions of Executive Order 11246 of 
September 24, 1965, and of the rules, regulations, and relevant orders of the 
Secretary of Labor. 

F. The Contractor will furnish all information and reports required by Executive 
Order 11246 of September 24, 1965, and by the rules, regulations, and orders 
of the Secretary of Labor, or pursuant thereto, and will permit access to his 
books, records, and accounts by the contracting agency and the Secretary of 
Labor for purposes of investigation to ascertain compliance with such rules, 
regulations, and orders. 

G. In the event of the Contractor's noncompliance with the nondiscrimination 
clauses of this contract or with any such rules, regulations, or orders, this 
contract may be canceled, terminated, or suspended in whole or in part and the 
Contractor may be declared ineligible for further Government contracts in 
accordance with procedures authorized in Executive Order 11246 of 
September 24, 1965, and such other sanctions may be imposed and remedies 



invoked as provided in Executive Order 11246 of September 24, 1965, or by 
rule, regulation, or order of the Secretary of Labor, or as otherwise provided by 
law. 

H. The Contractor will include the provisions of paragraphs (1) through (8) in every 
subcontract or purchase order unless exempted by rules, regulations, or orders 
of the Secretary of Labor issued pursuant to section 204 of Executive Order 
11246 of September 24, 1965, so that such provisions will be binding upon 
each subcontractor or vendor. The Contractor will take such action with respect 
to any subcontract or purchase order as may be directed by the Secretary of 
Labor as a means of enforcing such provisions, including sanctions for 
noncompliance: Provided, however, that in the event the contractor becomes 
involved in, or is threatened with, litigation with a subcontractor or vendor as a 
result of such direction, the Contractor may request the United States to enter 
into such litigation to protect the interests of the United States. 

7. CERTIFICATION REGARDING DOMESTIC PREFERENCES FOR 
PROCUREMENTS 
The Consultant certifies by signing and submitting this bid or proposal that, to the greatest 
extent practicable, the Consultant has provided a preference for the purchase, 
acquisition, or use of goods, products, or materials produced in the United States 
(including, but not limited to, iron, aluminum, steel, cement, and other manufactured 
products) in compliance with 2 CFR § 200.322. 

8. FAIR LABOR STANDARDS ACT 
All contracts and subcontracts that result from this solicitation incorporate by reference 
the provisions of 29 CFR part 201, et seq, the Federal Fair Labor Standards Act (FLSA), 
with the same force and effect as if given in full text. The FLSA sets minimum wage, 
overtime pay, recordkeeping, and child labor standards for full and part-time workers. The 
Consultant has full responsibility to monitor compliance to the referenced statute or 
regulation. The Consultant must address any claims or disputes that arise from this 
requirement directly with the U.S. Department of Labor - Wage and Hour Division. 
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Administrative Policy 9-6 Information 

Technology Artificial Intelligence (AI) 
Policy 

Approved by: Board of Supervisors of the County of Sonoma (“County”), and the 
Boards of Directors of the Russian River County Sanitation District, Sonoma Valley 
County Sanitation District, Occidental County Sanitation District, South Park County 
Sanitation District, and the Board of Directors of the Sonoma County Agricultural 
Preservation and Open Space District (collectively referred to hereinafter as “Special 
Districts”), and the Sonoma County Water Agency (“Agency”), and the Board of 
Commissioners of the Sonoma County Community Development Commission 
(“Commission”). The County, Special Districts, Agency and Commission are 
collectively referred to herein as “Local Agencies” or singularly as “Local Agency.” 

Approval Date: 9/10/2024 

Purpose 

The purpose of this policy is to define the scope in which Artificial Intelligence (AI) 
may be utilized by Local Agency employees and others performing work on behalf 
of the County. AI is an evolving technology and, while it may be used to perform a 

variety of functions and/or tasks, it is essential that this policy be followed to ensure 

compliance with existing laws, regulations, and policies related to data protections 

and proper usage. 

Scope 

This policy applies to all Local Agencies, contractors, and any other third-party 

individuals or entities who have access to AI technologies or are involved in using AI 
tools or platforms on behalf of the County of Sonoma, whether on or off County 

premises. 

In addition to this policy specific to AI and County Administrative Policy 9-2 

Information Technology Use and Security Policy, Local Agencies may provide 

additional guidance on the use of AI. Where a conflict exists between this Policy and 

a Local Agency’s policy, the more restrictive policy will take precedence. Users shall 
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consult with their supervisor or manager to inquire about any additional guidance 

the Local Agency may have regarding usage. 

Maintenance 

This Policy is subject to review at least annually by the Information Systems Director 
or Designee. 

Definitions 

Artificial Intelligence (AI) — Artificial intelligence is the simulation of human 

intelligence processes by machines, especially computer systems that are used to 

perform tasks that could act and learn in such a way that could replace human 

intelligence. Examples of AI include: 

Limited Memory Artificial Intelligence (AI) – A form of AI that mimics the 

human brain’s ability to retain information and learn from past experiences. 
Examples of commonly used technologies in this category include generative 

AI, virtual assistants, and chatbots. 
Generative Artificial Intelligence (AI) — is a technology that can create 

content, including text, images, audio, or video, when prompted by a user. 
Generative AI systems learn patterns and relationships from massive 

amounts of data, which enables them to generate new content that may be 

similar to the original data. The systems generally require a user to submit 
prompts that guide the generation of new content. ChatGPT is one type of 
Generative AI tool that is currently used for text-based generations and 

conversations. 
ChatGPT (CHAT Generative Pretrained Transformer) — A Generative AI-
powered chatbot from the OpenAI research company that simulates a 

human speaking English and other languages. ChatGPT is used to generate a 

response when asked open-ended questions about any topic. It is also used 

for writing or fine-tuning letters, emails, or other documents; writing and 

troubleshooting program code; composing music; producing short essays or 

articles; and much more. 
Machine Learning (ML) — Machine learning is a subset of artificial 
intelligence (AI) and computer science which focuses on the use of data and 

algorithms to imitate the way that humans learn, and gradually improving its 
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accuracy and performance based on the data it consumes. ML could also 

identify patterns and make predictions from data and past experience. 
Microsoft Copilot – A free AI tool that incorporates a limited version of 
OpenAI’s ChatGPT into Microsoft Bing and Edge, and it is available as a digital 
assistant type of program starting with Windows 11. 
Microsoft Copilot Pro – A premium version of Microsoft Copilot that 
incorporates the paid version of OpenAI’s ChatGPT into Microsoft Bing and 

Edge, and it is available as a digital assistant type of program starting with 

Windows 11. 
Microsoft Copilot for Microsoft 365 — A version of Microsoft Copilot that 
interfaces with data that is stored in Microsoft 365, such as Email, OneDrive, 
and SharePoint Online. Microsoft 365 Copilot also integrates with M365 apps, 
such as Word, Excel, PowerPoint, Teams, etc. There are many other AI tools, 
but the above tools are some of the higher profile tools that are available at 
this time. 

AdverseAction 

Failure to comply with this Policy manual may result in disciplinary action up to, and 
including, termination in accordance with County Civil Service Rules or a Local 
Agencies’ separate and distinct disciplinary rules and procedures. 

Policy 

1. Introduction 

This policy encompasses the use of all AI technologies, with a particular focus on 

Limited Memory AI technologies, such as Generative AI, given that Generative AI 
represents the predominant form of AI currently in use. Some examples of 
common tasks that Generative AI may assist users with, include creating or editing: 

Emails and letters Blog posts, reports, and other 

Sales and advertising materials publications 

Spreadsheet calculations Outlines or summaries of information 

Document or information sorting Policies and job descriptions 

Coding development or debugging Memoranda and similar documents 



            
           

          
            

             
            

          

   
          

            
            

  

   

           
              

       

              
              

         

      

         
 

         

               
       

          
   

            
        

          

There can be risks in using this technology, including uncertainty about ownership 

of the AI-created content and security and privacy concerns with inputting 

proprietary or confidential information about an employee, client, operations, etc. 
when interacting with the AI technology. Additionally, the accuracy of the content 
created by these technologies cannot be relied upon, as the information may be 

outdated, protected, misleading or fabricated. This policy is provided in support of 
County Administrative Policy 9-2 Information Technology Use and Security Policy. 

2. RolesandResponsibilities 

Administrative Policy 9-2: Information Technology Use and Security Policy describes 

roles and responsibilities related to technology use and security, which are also 

relevant to this policy, but below are additional responsibilities related to artificial 
intelligence (AI). 

A. UserResponsibilities 

Users are all workforce members (employees or any other individual performing 

work on behalf of, or with approval of Local Agencies) authorized to access Local 
Agency IT resources and are responsible for: 

1. Reviewing this policy to ensure that they understand the risks of using AI 
tools and how to use them in a safe, secure, and compliant manner; and 

2. Using artificial intelligence in accordance with this policy. 

B. LocalAgencyDepartmentHead/GeneralManager 

Local Agency Department Head/General Manager and/or Designee are responsible 
for: 

1. Enforcing this Policy manual within their Local Agency; 

2. Ensuring all Users of Local Agency IT resources and data are made aware of 
this policy and that compliance is mandatory; 

3. Ensuring all Users receive education regarding their responsibilities before 
using artificial intelligence; 

4. Determining how Artificial Intelligence (AI) should be utilized by Users within 
their Local Agency and establishing supplemental artificial intelligence 
policies, standards, procedures, or guidelines as needed for their business 



            
        

    

        

         
  

         
          
 

           

            
            

  

   
                 
             

           
             

          
              

           
            

            
            

            
                

                 
            

               
 

              
           

           

purposes, provided they are not less restrictive than County policies. Prior to 
final approval, Local Agency Department Head/General Manager and/or 
Designee are responsible for: 

a. Providing supplements to Human Resources for review; 

b. Providing notice to employee organizations regarding any proposed 
supplements; and 

c. Providing supplements to Local Agency’s Local Information Service 
Provider to review for consistency with County/Local Agency IT security 
policies; 

5. Provide training in support of established procedures and guidelines; and 

6. Obtaining a signed acknowledgment from Users that they have had an 
opportunity to read, and will comply with, this Policy manual before using 
artificial intelligence. 

3. LimitedUse 

Due to the inherent risks of this new and evolving tool, and the need to comply with 

this policy and other County Administrative Policies, including but not limited to 9-2 

Information Technology Use and Security, use of AI technology while performing 

work for the County of Sonoma must be limited. For example, no County 

confidential, restricted, personal, proprietary, or protected data of any kind, 
including data that is not owned by the County, may be shared (copied, typed, 
interfaced, etc.) with these platforms without performing a due diligence and 

compliance review as described below, which includes a review by County Counsel, 
as it would be a violation of County Administrative Policy 9-2 Information 

Technology Use and Security and, depending on the information, it may violate 

state and/or federal law. This includes installing AI technologies on County owned 

and managed systems. One of the key features of AI is its ability to memorize and 

learn from the information and data that is shared with it so, when AI has access to 

County data, even self-contained AI technologies that run on County owned and 

managed systems, it may share the sensitive data that was used to train it with 

others. 

The use of transcription or other tools that have access to phone calls, video 

conferences, or other recorded conversations shall not be used without guidance 

from County Counsel. Use of these tools may violate attorney-client privilege, 



            
           

           
            

              
            

           
 

                
              
              

              
             

              
             

          
          

          
             

         
     

             
            

           
              

            
           

          
    

    
             

            
   

California State law regarding the recording of two-party conversations (which is a 

crime), or other regulations, such as the Health Insurance Portability and 

Accountability Act (HIPAA) or Criminal Justice Information Systems (CJIS). If these 

services are not used properly then the individual using the technologies could 

violate the law, which could result in the individual being fined or imprisoned. For 

all of these reasons these technologies are discouraged although, for certain use 

cases, they may be appropriate when implemented with guidance from County 

Counsel. 

AI tools are known for generating content that is not accurate or in some cases, the 

content is completely made up. This is referred to as AI hallucinations. For this 

reason, all AI generated content must be reviewed for accuracy. AI tools may also 

generate content that is the same or closely similar to content owned by others, 
including content that has a copyright, patent, or trademark. If any AI generated 

content is known to be or later discovered to owned by others, then immediately 

cease using the content and report the discovery to County Counsel for review. 

Reliable sources for fact checking include official documents and statements, 
academic journals and publications, encyclopedia, and reference books (this does 

not include Wikipedia, or similar user-data driven websites), and government 
websites. Best practices for verifying data include but are not limited to checking 

multiple sources, critical thinking and context, peer-expert consultation, and 

checking for citations and references. 

AI technology shall not be used for obtaining legal or other professional advice 

otherwise requiring licensure. AI technology shall not be used to create work 

product that requires a professional license or certificate e.g., legal, medical, 
engineering, surveying, etc. AI technology shall not be used as a replacement for 

required County Counsel review, or any review and certification by any other 

licensed professionals. Improper use of AI may constitute unlicensed practice of 
professional trades (e.g., unlicensed practice of law, unlicensed surveying, etc.), 
which is a crime. 

4. BiasandDiscrimination 

AI technologies may produce biased or discriminatory results, so AI shall not be 

used for any type of decision-making activities that may exclude options from 

otherwise being considered. 



               
          

          
             

         

                   
              

                

           

   
              

            
          

           
            

         

             
             

          
            

               
               

   

  
                
            

          
          

          
          

  

Some activities that AI shall not be used for include, but are not limited to: 
Reviewing, narrowing down, or selecting potential new employees, employees for 

promotions, proposals submitted by potential vendors responding to request for 

proposals (RFP), decisions about health care, benefits, or any other type of activity 

that might exclude an option from otherwise being considered. 

AI should only be used in a similar manner to a Google or Bing search, as part of an 

information gathering activity or to fine tune verbiage for a letter, email, or other 

document, where the final decision on how to proceed is left up to a human being. 

Follow all applicable laws, regulations, and County policies when using AI. 

5. EthicalUse 

Each employee is responsible for using AI tools in a manner that ensures the 

security of sensitive information and aligns with County policies including, but not 
limited to, Sonoma County Administrative Policy 9-2 Information Technology Use 

and Security, Equal Employment Opportunity Policy, and Civil Service Rules. These 

technologies shall not be used to create content that is inappropriate, malicious, 
discriminatory, or otherwise harmful to others or the County. 

Employees shall also comply with all data privacy and security standards such as 
those found in HIPAA, CJIS, the Internal Revenue Service (IRS), and the California 
Consumer Privacy Act (CCPA) to protect Personally Identifiable Information (PII), 
Protected Health Information (PHI), or any sensitive data in AI prompts. Employees 
must also treat AI prompts as if they were publicly visible online to anyone, and 
treat AI prompts, data inputs, and outputs as if they are subject to the California 
Public Records Act. 

6. Transparency 

The use of AI systems should be explainable to those who use and are affected by 

their use. To ensure transparency when using this technology, indicate when AI 
significantly contributed to a work product. When considering types of 
contributions, use the following guide as a template for citations: 

1. Whole Document Example: [AI Assistance: This document was generated 

with the assistance of an Artificial Intelligence language model, OpenAI GPT-
4, 2023.] 
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2. Whole Document Example: [Artificial Intelligence contributed to the 

development of this document using Google Bard, 2023.] 
3. Specific Citation Example: OpenAI. (2023). ChatGPT (Mar 14 version) [Large 

language model] 
4. In text example for specific information: (OpenAI, 2023) 

7. AIDueDiligenceandComplianceReview 

Given the high risks associated with using AI, all AI technologies must be reviewed 
for security and compliance before they are implemented in order to ensure data 
protection, legal compliance, and adherence to County policies, covering the 
following key areas: 

1. Data Access and Protection: 
Identification of the types of data AI technologies will access; and 
Assurance that data will be adequately protected against unauthorized 
access. 

2. Vendor Data Usage: 
Clarification on the vendor's intentions with the County's data, 
including: 

i. Utilization for AI platform training purposes; and 
ii. Potential sale or use of insights derived from County data. 

3. Legal and Regulatory Compliance: 
Evaluation of AI deployment against existing laws, regulations, and 
County policies to prevent legal violations. 

4. Security Assessment: 
Completion of a security review by the County Information Security 
Officer to identify and mitigate potential vulnerabilities. 

5. Contractual and Legal Safeguards: 
Review by County Counsel of all contracts or terms of use to ensure 
they contain adequate legal protections for the use and confidentiality 
of County data. 

This comprehensive due diligence process is designed to safeguard both the 
County’s interests and users of AI technologies. 

Summary 

AI presents users with an opportunity to work better, faster, and smarter. However, 
because the technology and the laws surrounding it are evolving and present 
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unknown risks, its adoption comes with ethical considerations. Remember the 
following fundamental rules when using any AI technologies: 

1. Never submit personal or confidential information into AI technologies. 
2. Review, revise, test, and fact check any output from AI technologies. 
3. Be transparent when content is drafted using AI technologies. 
4. Return to this document often, as guidance on usage can change rapidly. 
5. Consult with the County Information Security Officer and County Counsel 

before implementing new AI technologies. 

By keeping the above guidance, County policies, and Civil Service Rules in mind 

when using AI technologies, we can take measures to help ensure the safe and 

responsible use of AI by the employees of the County. 

RelatedDocuments 

Administrative Policy 9-2: Policy for Departmental Computer Use 

Administrative Policy 9-4: Information Technology Professionals Policy 

Manual 
Administrative Policy 9-5: Policy for Information Technology Governance 
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Industry AI principles by OpenAI, Microsoft, and Google in addition to NIST AI Risk 
Management Framework, NIST Special Publication 1270, Gartner, and materials 
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County of Sonoma 

9-6 Information Technology Artificial Intelligence (AI) Policy 
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I acknowledge that I have received, have been given the opportunity to read, and 

will comply with the County of Sonoma Administrative Policy 9-6 – Information 

Technology Artificial Intelligence (AI) Policy. I understand that failure to comply with 

the Policy may result in disciplinary action up to and including termination of 
employment. 
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• 

• 

• 

• 

• 

• 

• 

• 

• 
• 

• 

• 

• 

AppendixA-GenerativeAIDo’sandDon’tsGuidelines 

The following Do’s and Don’ts are specifically tailored to Generative AI tools, such as 

ChatGPT, but the overall concepts remain the same for all AI tools. 

Do’s 

Provide Clear Instructions: Begin your interaction with a clear and specific 

instruction to guide AI tool’s response. 
Experiment with Prompts: If the initial response isn't what you're looking for, 
iterate by refining your prompts or instructions. 
Ask Open-ended Questions: Frame questions in a way that encourages 

detailed and informative responses, rather than simple yes/no answers. 
Review and Edit: Always personally review and edit the entire AI-generated 

content before using or sharing it to ensure accuracy and appropriateness. 
Use as a Creative Tool: Utilize reputable AI tools from providers such as 

Microsoft, OpenAI, and Google to brainstorm ideas, generate creative 

content, or explore new perspectives. 
Provide Context: When necessary, give context for your questions or 

prompts to help AI tools understand the context better. 
Learn from Responses: Engage in conversations with AI tools to learn new 

information or gain insights on various topics. 
Share Constructive Feedback: If AI tools provide inaccurate or inappropriate 

responses, provide feedback to help improve their performance. 
Use AI tools only on secure networks. 
Be aware that all prompts, dialogue, and posts become part of the AI’s 

permanent memory and is NOT recorded anonymously. 

Don’ts 

Don't Share Personal, Restricted or Confidential Information: Do not share 

personal, restricted, or confidential information with AI tools. 
Don’t Use for Any Decision-Making Purposes: All decisions, including a 

decision to exclude an option from being considered, SHALL always be made 

by a human being and in line with County decision making practices. 
Don't Use for Harmful Purposes: Do not use AI tools to generate content that 
is offensive, abusive, or harmful to others. 
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Don't Rely Blindly on Responses: While some AI tools can provide 

information, don't rely solely on their responses. Verify critical information 

from reliable internal and/or external sources such as County Counsel. 
Don't Use for Deceptive Practices: Do not use AI-generated content to 

deceive or mislead others. Clearly identify when content is generated by AI. 
Don't Engage in Extremist or Illegal Activities: Do not use AI tools to promote 

or engage in any illegal activities that expose you or the County to liability. 
Don't Expect Perfect Responses: Understand that AI tools might provide 

inaccurate, irrelevant, or nonsensical responses at times. 
Don't Violate Copyright protections or Plagiarize: Do not use AI to generate 

content that violates copyright laws or plagiarizes from other sources. 
Don't Overlook Bias: Be aware of potential biases in AI-generated content 
and avoid using biased results. Don’t share ANY information that you 

wouldn’t want publicly posted and traceable back to you, including biased 

viewpoints. 
Don’t use AI in instances where the work in question is required to be 

performed by someone who has the requisite license or certificate, such as 

law, engineering, medical, etc. 
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