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Concord, CA  94518 
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March 6, 2019 
 
TO: Shannon Leigh     
       1455 Hays Street 
 San Leandro, CA 94577 
 
Subject: San Leandro Unified School District -  San Leandro High School – Signage Design 

San Leandro High School  
2200 Bancroft Ave. San Leandro, CA 94577 

 

Enclosed please find one copy of the subject PO/Contract.  Please follow the instructions in this letter as carefully 
and completely as possible. 

The PO/Contracts, Insurance Certificates and W-9’s shall be returned to: 

Bond Office 
C/O San Leandro Unified School District 
1145 Aladdin Ave., San Leandro, CA 94577 
Attention: Renee Robles OR Email @ Rrobles@slusd.us  

 
Not later than Wednesday March 13, 2019  
 

I. PO/CONTRACT 
 
A. CONTRACT AMOUNT: 

1. Your contract amount is based on the following bid award: 

Base Bid $13,620 

 

B. IF YOU ARE A CORPORATION: 

1. Have the Agreement signed by two officers, one from each of the two following groups: 

a. The Chairman of the Board, the President, or any Vice President. 

b. The Secretary, the Assistant Secretary, the Chief Financial Officer, or an Assistant 
Treasurer. 

2. Have the “Acknowledgement” on each copy completed by a Notary Public. 

3. Affix the corporate seal. 

4. Return copy to the address given on Page One (1)  
  of this letter.  You will receive a fully executed copy for your  
  files, together with the Notice to Proceed. 

mailto:Rrobles@slusd.us


C. IF YOU ARE NOT A CORPORATION: 

1. All copies must be signed by: 
a. Owner of the Business, if a sole proprietorship; 

b. Or if a partnership, all partners must sign under the partnership name. 

2. Have the “Acknowledgement” on each copy completed by a Notary Public. 

3. Return to the address given on Page One (1) of this letter.  You will receive a fully 
executed copy for your file, together with the Notice to Proceed. 

II. INSURANCE 
 

A. Please see Exhibit “A”. 
 

III.  INVOICE 

A. Direct all invoices to:  

Bond Office 
C/O San Leandro Unified School District 
13701 Bancroft Ave San Leandro, CA 94578 
Attention: Renee Robles OR Email @ Rrobles@slusd.us  
 

Please return the contracts together with the required insurance certificates no later than, Wednesday March 13, 
2019 

We appreciate your careful and complete compliance with our instructions. 
 
Sincerely, 
 
 
 
Ridge Greene 
RGM and Associates 
 
 
 
 
 
 
 
 
Enclosures: Instruction Letter and PO/Contract  
  Exhibit A – “Terms and Conditions” 
  Exhibit B – “Certificate Regarding Workers’ Compensation” 

Exhibit C – “Notice to Contractors Regarding Criminal Record Checks” 
Exhibit D – “Asbestos and Other Hazardous Materials Certification” 
Exhibit E – “Scope of Work” 
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Exhibit “A” 
 
This attachment amends the District’s Purchase Order Terms and Conditions for small contract purposes 
and/or for services, e.g., installation, incidental to a purchase. The Additional Terms and Conditions are as 
follows: 
 
1. Time for Completion. Seller/Contractor shall complete the work described in the District’s 

Purchase Order, to the District’s satisfaction and for the price stated therein, by 
________________. 

 
2. Seller’s/Contractor’s Invoices. Invoices shall be prepared and submitted in duplicate unless 

otherwise specified. Invoices shall contain: purchase order number and date, descriptions of items, 
sizes, quantities, unit prices, extended total, place and date of delivery. Invoices or vouchers not on 
printed bill heads shall be signed by the vendor or person furnishing the supplies or services. Every 
invoice shall be properly itemized.  

 
3. Changes. No change or modification in terms, quantities, or specification may be made without 

express authorization from the Purchasing Office. This will be followed by a written change order. 
No other department/schools, officer, or employee may authorize changes.  

 
4. Rules and Regulations. All work and materials shall be in full accordance with the latest rules and 

regulations of the Safety Orders of the Division of Industrial Safety, current OSHA requirements, 
the National Electric Code, the Uniform Plumbing Code published by the Western Plumbing 
Officials Association, and all other applicable State laws or regulations. The Seller/Contractor and 
Subcontractors shall comply with Sections 6360 et seq. of Labor Code, together with Title 22 with 
regard to hazardous substances in the workplace. The Seller/Contractor and each Subcontractor 
shall supply to their employees and, where site is occupied, to District, copies of Material Safety 
Data Sheets (MSDS) for hazardous substances that may be used in the course of the Work, together 
with notice of actual hazardous substances to which employees may be exposed while performing 
work and appropriate protective measures. 

 
5. Safety / Inspection: The Contractor shall at all times maintain proper facilities and provide safe 

access for inspection by the District to all part of the work, and to the shops wherein the work is in 
preparation. Where the specifications require work to be specially tested or approved, it shall not 
be tested or covered up without timely notice to the Superintendent, or his representative, of its 
readiness for inspection, and without the approval thereof, or consent thereto by the latter. Should 
any such work be covered up without such notice, approval or consent, it must, if required by the 
Superintendent, or his representative, be uncovered for examination at the Contractor’s expense. 

 
6. Protection of Work and Property: Contractor shall erect and properly maintain at all times, as 

required by conditions and progress of the Work, all necessary safeguards, signs, barriers, lights, 
and security persons for protection of workers and the public and shall post danger signs warning 
against hazards created by the Work.  In an emergency affecting life and safety of life or of Work 
or of adjoining property, Contractor, without special instruction or authorization from District, is 
permitted to act at his discretion to prevent such threatened loss or injury. 

 
7. Agreement Authority. It is understood that the aforementioned terms and conditions are the 

complete and exclusive statement of the agreement between the parties, which supersedes all 
proposals or prior agreements, oral or written, and all other communications between the parties 
relating to the subject matter hereof. 
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8. Prevailing Wages. For all public works contracts in excess of $1,000.00 contractor shall pay 
prevailing wages in accordance with Labor Code Sections 1770 to 1777 inclusive. 

 
9. Hold Harmless. Seller/Contractor shall indemnify, defend with counsel acceptable to District, 

and hold harmless to the full extent permitted by law, District and its Board of Trustees, officers, 
agents, employees and volunteers from and against any and all liability, loss, damage, claims, 
expenses and costs (including, without limitation, attorney fees and costs and fees of litigation) 
(collectively, “Liability”) of every nature arising out of or in connection with 
Seller’s/Contractor’s performance of the project or its failure to comply with any of its obligations 
contained in these contract documents, except such Liability caused by the active negligence, 
sole negligence or willful misconduct of the District. Such indemnification shall extend to all 
claims, demands, or liabilities occurring after completion of the project as well as during the 
progress of the work. Pursuant to Public Contract Code Section 9201, if applicable, District shall 
timely notify Seller/Contractor of receipt of any third-party claim relating to this Agreement. 

 
10. Insurance. Without limiting Contractor’s indemnification duties, it is agreed that Contractor 

shall maintain in force at all time during the performance of the contract the policies of insurance 
hereinafter described: 

 
a. Seller/Contractor shall obtain public liability and workers compensation insurance in an 

amount acceptable to District with company or companies licensed to do business in the 
State of California and acceptable to District.  

 
b. Neither Contractor/Subcontractor shall commence work under Contract until all insurance 

requirements have been provided and approved by the District. Evidence of insurance in 
the form of a Certificate of Insurances naming the District, Consultants and their officers 
and their employees, as additional insured, shall be provided prior to commencement of 
work. 

 
c. Written notification by the carrier to the District at least thirty (30) days prior to reduction, 

cancellation, failure to renew, or other termination, is required. Insurance afforded under 
the Contractor’s policy shall be primary and any insurance maintained by the District shall 
apply, if required by law, in excess of, and not contributory with, insurance required under 
the terms of this Agreement.  All insurance shall be carried with financially responsible 
insurance companies, licensed in the State of California and approved by the District, and 
shall be kept in force until the Contractor’s work is accepted by the District.  

 
d. Contractor will, at its own expense, maintain coverage’s in conformance with these 

requirements. Certificates of insurance evidence the existence of coverage shall be filed 
with the District prior to commencement of work and no later than ten (10) calendar days 
after the notice of award date.  

 
e. Contractors shall be responsible for the project from the date that work commences until 

final acceptance of the Project by the District. Therefore, Contractor, not the District, shall 
assume all risks for death, personal injury, or property damage from all causes, including 
but not limited to, vandalism or other “Acts of God.” Contractor shall not, however, be 
responsible for any death, injury or property damage caused solely by the District. 
Contractor may purchase, at Contractor’s sole expense, any insurance policies desired to 
cover this risk. 
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f. Worker’s Compensation 
i. State: Statutory Amount (minimum)  $1,000,000.00 

ii. Employer’s Liability: Statutory Amount (minimum)  $1,000,000.00 
 

g. General Liability 
iii.   Bodily Injury (each occurrence)   $1,000,000.00 
iv. Property Damages (each occurrence)   $1,000,000.00 
v. Product and Completed Insurance (aggregate)  $2,000,000.00 

 
h. Contractual Liability 

vi. Bodily Injury (each occurrence)   $1,000,000.00 
vii. Property Damages (each occurrence)   $1,000,000.00 

viii. Product and Completed Insurance (aggregate)  $1,000,000.00 
 

i. If the General Liability policy includes a General Aggregate, such General Aggregate shall 
be no less than $2,000,000.00 

 
j. Any deductibles or self-insured retentions must be declared to and approved by the District. 

At the option of the District, either: the insurer shall reduce or eliminate such deductibles 
or self-insured retentions as respects the District, its officers, officials, employees and 
volunteers; or the Contractor shall procure a bond guaranteeing payment of losses and 
related investigations, claim administration and defense expenses. Either option shall be 
implemented at the Contractor’s expense.  

 
11. Licenses and Permits. The Contractor shall, at his own expense, obtain all necessary permits and                
licenses, easements, etc., for the construction of the project, give all necessary notices, pay all fees required 
by law, and comply with all laws, ordinances, rules and regulations relating to the work and the preservation 
of the public health and safety. The Contractor shall pay for all taxes on materials and equipment’s. The 
District is exempt from Federal Excise Tax and Contractor shall not pay such tax on any item under this 
Contract.  
 
12. Termination.  District shall have the right in its sole discretion to terminate the Contract for its 
own convenience.  Termination shall have no effect upon any of the rights and obligations of the parties 
arising out of any transaction occurring prior to the effective date of termination. 
 
13. No Discrimination.  It is the policy of the District that in connection with all work performed under 
contracts, there will be no discrimination against any prospective or active employee engaged in the work 
because of race, color, ancestry, national origin, religious creed, sex, as or marital status. The 
Seller/Contractor agrees to comply with applicable Federal and California laws, including but not limited 
to, the California Fair Employment Practice Act, beginning with Government Code Section 12900 and 
Labor Code Sections 1735, 1777.5, 1777.6, and 3077.5. In addition, the Contractor agrees to require like 
compliance by any subcontractors employed on the work. 

 
14. Contractor’s License.  Contractors are required by law to be licensed and regulated by the 
Contractors State License Board. Any questions concerning a contractor may be referred to the Registrar, 
Contractors State License Board, P.O. Box 26000, Sacramento, California 95826.  
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15. Miscellaneous Provisions.   
 

a. Every provision of law and clause required by law to be inserted in this Contract shall be 
deemed to be inserted, and this Contract shall be read and enforced as though it were 
included, and if through mistake or otherwise any other provision is not inserted or is not 
correctly inserted, upon application of either party the contract shall be amended to make 
the insertion or correction. All references to statutes and regulations shall include all 
amendments, replacements, and enactments on the subject which are in effect as of the date 
of this Contract, and any later changes which do not materially and substantially alter the 
positions of the parties.  

 
b. This Contract shall be construed, and its performance enforced under California law. 

Venue shall be in the Superior Court of the State of California in the county in which 
District is located. 

 
c. The District’s failure to enforce any provisions of this Contract or the waiver of any 

provisions in a particular instance shall not be construed as a general waiver of any part of 
such provision.  

 
d. The parties do not intend, by any provision of this Contract, to create in any third part any 

benefit or right owed by one party to the other party. 
 

e. If any term or portion of this Contract is held to be invalid, illegal, or otherwise 
unenforceable by a court of competent jurisdiction, the remaining provisions of this 
Contract shall continue in full force and effect. 

  
f. The headings of the sections and any exhibits to this agreement are inserted for 

convenience only, and do not constitute a part of this agreement, and are not to be used in 
its construction. 

 
IN WITNESS WHEROF, this agreement is hereby executed by the parties or their duly authorized 
representatives and effective on April 11, 2018. 
 
SELLER/CONTRACTOR    DISTRICT 
Shannon Leigh      San Leandro Unified School District 
 
 
By: ____________________________________ By: __________________________________ 
       [Name/Title]          [Name/Title]   
   
 
________________________________________      
                Contractor's License #  
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Exhibit “B” 
 

CERTIFICATE REGARDING WORKERS' COMPENSATION 
 

Labor Code Section 3700 in relevant part provides: 
 

  "Every employer except the State shall secure the payment 
 Of compensation in one or more of the following ways: 
 

(a) By being insured against liability to pay compensation in one or more insurers duly 
authorized to write compensation insurance in this State. 

 
(b) Be securing from the Director of Industrial Relations a certificate of consent to self-insure, 

which may be given upon furnishing proof of satisfactory to the Director of Industrial 
Relations of ability to self-insure and to pay any compensation that may become due to his 
employees." 

 
I am aware of the provisions of Section 3700 of the Labor Code which require every employer to be insured 
against liability for workers' compensation or to undertake self-insurance in accordance with such 
provisions before commencing the performance of the work of this Contract. 
 

 _____________________________________ 
 Contractor 
 
 
 By:  _________________________________ 
 

(In accordance with Article 5 [commencing at Section 1860], Chapter 1, Part 7, Division 2 of the Labor 
Code, the above certificate must be signed and filed with the awarding body prior to performing any work 
under this Contract.) 
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Exhibit “C” 
 

NOTICE TO CONTRACTORS REGARDING CRIMINAL RECORD CHECKS 
(EDUCATION CODE SECTION 45125.1) 

 

Education Code section 45125.1 provides that if the employees of any entity that has a contract with a 
school district may have any contact with pupils, those employees shall submit or have submitted their 
fingerprints in a manner authorized by the Department of Justice together with a fee determined by the 
Department of Justice to be sufficient to reimburse the Department for its costs incurred in processing the 
application. 
 
The Department of Justice shall ascertain whether the individual whose fingerprints were submitted to it 
has been arrested or convicted of any crime insofar as that fact can be ascertained from information 
available to the Department When the Department of Justice ascertains that an individual whose fingerprints 
were submitted to it has a pending criminal proceeding for a violent felony listed in Penal Code section 
667.5(c), or a serious felony listed in Penal Code section 1192.7(c), or been convicted of such a felony, the 
Department shall notify the employer designated by the individual of the criminal information pertaining 
to the individual.  The notification shall be delivered by telephone and shall be confirmed in writing and 
delivered to the employer by first-class mail. 
 
The contractor shall not permit an employee to come in contact with pupils until the Department of Justice 
has ascertained that the employee has not been convicted of a violent or serious felony.  The contractor 
shall certify in writing to the governing board of the school district that none of its employees who may 
come in contact with pupils have been convicted of a violent or serious felony.  The contractor shall provide 
a list of the names of its employees who may come in contact with pupils to the governing board of the 
School District.  
 
Penal Code section 667.5(c) lists the following “violent” felonies: murder; voluntary manslaughter; 
mayhem; rape; sodomy by force; oral copulation by force; lewd acts on a child under the age of 14 years; 
any felony punishable by death or imprisonment in the state prison for life; any felony in which the 
defendant inflicts great bodily injury on another, any robbery perpetrated in an inhabited dwelling; arson; 
penetration of a person's genital or anal openings by foreign or unknown objects against the victim's will; 
attempted murder, explosion or attempt to explode or ignite a destructive device or explosive with the intent 
to commit murder; continuous sexual abuse of a child; and carjacking. 
 
Penal Code section 1192.7 lists the following “serious” felonies: murder, voluntary manslaughter, mayhem; 
rape; sodomy by force; oral copulation by force; a lewd or lascivious act on a child under the age of 14 
years; any felony punishable by death or imprisonment in the state prison for life; any felony in which the 
defendant personally inflicts great bodily injury on another, or in which the defendant personally uses a 
firearm; attempted murder; assault with intent to commit rape or robbery; assault with a deadly weapon on 
a peace officer, assault by a life prisoner on a non inmate; assault with a deadly weapon by an inmate; arson; 
exploding a destructive device with intent to murder, or explosion causing great bodily injury or mayhem; 
burglary of an inhabited dwelling; robbery or bank robbery; kidnapping; holding of a hostage by a person 
confined in a state prison; attempt to commit a felony punishable by death or imprisonment in the state 
prison for life; any felony in which the defendant personally uses a dangerous or deadly weapon; selling or 
furnishing specified controlled substances to a minor, penetration of genital or anal openings by foreign 
objects against the victim’s will; grand theft involving a firearm; carjacking; and a conspiracy to commit 
specified controlled substances offenses. 
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FINGERPRINTING AND EMPLOYEE BACKGROUND 

CHECK REQUIREMENTS  
Education Code Section 45125.1 provides in relevant part: 

 

A. If the employees of an entity which has a contract with a school district may have any contact with students, 
those employees must have their fingerprints submitted to the Department of Justice; 

 
B. The Department of Justice shall determine whether the individuals have been arrested or convicted of a 

crime and notify the employer of the criminal history. 
 
C. An entity with a school district contract shall not permit an employee to come into contact with pupils until 

the Department of Justice ascertains that the employee has not been convicted of a felony as defined in 
education Code Section 45122.1; 

 
D. The entity must certify that none of its employees who may come into contact with pupils have been 

convicted of a felony as defined in Education Code Section 45122.1. 
 
E. The entity must provide lists of the names of the employees who may come into contact with pupils. 

 
I am aware of the provisions of the Education Code section 45125.1 which require 
fingerprinting and background checks of school district contractor’s and subcontractor’s 
employees, certification that employees with pupil contact have not committed a felony as 
defined in the Education Code section 45122.1 and provision of lists of those employees to the 
school district.  I will comply with such provisions before commencing the performance of 
the work of this contract.  I will provide a new certification and an updated list in the event 
that during the course of the contract, new and different employees may come into contact 
with pupils 

 

        
PROPER NAME OF BIDDER / CONTRACTOR 

 

        
SIGNATURE OF BIDDER / CONTRACTOR 

 

        
DATE 
 
The above certificate must be signed and filed with the awarding body prior to performing 
any work under this contract. 

 

             (SUBMIT WITH BID / CONTRACT) 
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CERTIFICATE OF COMPLIANCE 
WITH EDUCATION CODE SECTION 45125.1 

 

TO: THE GOVERNING BOARD OF SAN LEANDRO UNIFIED SCHOOL DISTRICT 
 

 I CERTIFY THAT: 
 

1. Each employee who may have contact with pupils has been fingerprinted; 
 

2. The Department of Justice has provided a report on the criminal background of each employee; 
 

3. No employee who may come into contact with pupils has been convicted of a crime as defined in 
education Code section 45122.2; and 
 

4. Attached is a list of the names of each employee who may come into contact with pupils. 
 
 

  
CONTRACTOR 

 

  
PROJECT 

 

  
PRINT NAME 

 

  
SIGNATURE 

 

  
DATE 

 

(SUBMIT WITH AWARD OF CONTRACT) 
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             “Exhibit D” 
 

ASBESTOS & OTHER HAZARDOUS MATERIALS CERTIFICATION 
 

Contractor hereby certifies that no Asbestos, or Asbestos-Containing Materials, polychlorinated biphenyl 
(PCB), or any material listed by the federal or state Environmental Protection Agency or federal or state 
health agencies as a hazardous material, or any other material defined as being hazardous under federal or 
state laws, rules, or regulations “New Material Hazardous”, shall be furnished, installed, or incorporated 
in any way into the Project or in any tools, devices, clothing, or equipment used to affect any portion of 
Contractor's work on the Project for District. 
 
Contractor further certifies that it has instructed its employees with respect to the above-mentioned 
standards, hazards, risks, and liabilities. 
 
Asbestos and/or asbestos-containing material shall be defined as all items containing but not limited to 
chrysotile, crocidolite, amosite, anthophyllite, tremolite, and actinolite.  Any or all material containing 
greater than one-tenth of one percent (.1%) asbestos shall be defined as asbestos-containing material. 
 
Any disputes involving the question of whether or not material is New Hazardous Material shall be settled 
by electron microscopy or other appropriate and recognized testing procedure, at the District’s 
determination.  The costs of any such tests shall be paid by Contractor if the material is found to be New 
Hazardous Material. 
 
All Work or materials found to be New Hazardous Material or Work, or material installed with “New 
Hazardous Material” containing equipment will be immediately rejected and this Work will be removed 
at Contractor's expense at no additional cost to the District. 
 
Contractor has read and understood the document Hazardous Materials Procedures & Requirements and 
shall comply with all the provisions outlined therein. 
 
Date:               

 

Proper Name of Contractor:            

 

Signature: ______            

 

Print Name:              

 

Title:              
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             “Exhibit E” 
 

SCOPE OF WORK 
 

 
** See attached proposal  
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Clarify. Create. Connect within the built environment.

08 February 2019

Attn: Aaron Kerrigan
SLUSD District Office 
835 E. 14th St., Suite 200
San Leandro, CA

Subject: SLUSD, SLHS - Wayfiding Signage Proposal

Dear Aaron,

We are very happy to be invited to participate in these wayfinding improvements to 
SLHS.  We are right down the street in San Leandro and are particularly looking for-
ward to collaborating with United Parents and help out SLHS parents and visitors.  

Our goal is to design wayfinding signage to improve the experience of students, visi-
tors and parents.  We will design signage that is welcoming, informative, long lasting, 
and complimentary to the look and feel of the campus. 

We have a great track record with developing unique wayfinding signage on time with 
excellent attention to detail.  We understand this project is on a fast track with a goal 
to have signs up by August.  We have a talented team of programmers and project 
managers that will focus on your project to deliver the results you are expecting. 

Please let me know if you have any questions, concerns or suggestions regarding the 
proposal we prepared.

Warm Regards,

Shannon Hackley
Founder / Wayfinding Specialist
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Clarify. Create. Connect within the built environment.

SLHS - Wayfiding Signage Proposal

Project Description:  
Campus wayfinding signage per United Parents collaboration to key venues and destinations.

Signage Design and Implementation Phases

Phase 1: Design Development
	 -	 Develop design direction for exterior building ID’s as well as exterior wayfinding signs and 

interior wayfinding in main corridor (first floor main building).
	 -	 Prepare design drawings of each sign type (6-10 sign types) including material 		

call-outs for presentation and review. 
	 -	 Coordinate with project team and review with project team

Deliverable: Signage design package and preliminary signage cost estimate 
Meetings: One (1) meeting in San Leandro, CA

Phase 2: Programming
	 -	 Develop sign location plans, and sign messages
	 -	 Review placement and nomenclature with project team 
Deliverable:  Programming Set
Meetings: One (1) meeting in San Leandro, CA

Phase 3: Construction Documentation
	 -	 Continued review and coordination with respect to proposed signage locations 
	 -	 Prepare final sign location plans, sign message schedule, construction intent drawings
	 -	 Incorporate comments and work with fabricator to confirm construction methods and 

materials and installation details. 
Deliverable: Complete PDP package suitable for bid
Meetings: One (1) meeting in San Leandro, CA

Phase 4: Construction Administration
	 -	 Review and assist with RFIs and provide technical material as required
	 -   Review shop drawings
	 -   Conduct a pre-installation walk-through with the Owner’s Representative and Sign 		

    Subcontractor if requested
	 -   Coordinate and supervise the sign installations
	 -   Provide punchlist documentation
This phase includes: Response to RFIs, shop drawing review, pre-installation walk-through,
			           punch-list
Meetings: Three (3) meetings in San Leandro, CA

APPROACH  |  PROJECT PROPOSAL  |  SIGNAGE
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Project Assumptions:

•	 All documentation will be developed in 8.5x11 or 11x17 paper sizes and will be delivered as 
PDF files. 

•	 Signage does not include code or regulatory signs 
•	 All sign location plans will be submitted as PDF files
•	 Brand and logo will be provided by the client
•	 The sign schedule will not be imported into CAD or placed on the drawing sheets.
•	 Signage will comply with federal, state and local code requirements including, but not limited 

to, Title 24, Title 19, and Americans with Disabilities Act Accessibility Guidelines (ADAAG).
•	 All project meetings will be held in San Leandro or via Internet conference call. 
•	 Any translations required will be provided by the district. 

Additional Services:

•   Additional meetings
•	 Phased construction documents or implementation.
•	 Programming or development of multilingual signage
•	 Electronic wayfinding in any format
•	 Photography services
• 	 Retail signage guidelines or brand signage
• 	 Naming or branding
•	 City meetings
•	 Engineering or permits

APPROACH  |  PROJECT PROPOSAL  |  SIGNAGE
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SLHS - Wayfiding Signage Proposal

Phases	 Scope	   		  Perm.	

Phase 1	 Design Development 	 		  $6,550
                  	
Phase 2	 Programming	 		  $2,700

Phase 3	 Construction Documentation			   $2,550.
	
Phase 4	 Construction Administration                    	 	 	 $1,820.

				    ------------
	 Total			   $13,620.

Additional Design Services Discussed:  

Translations to be provided by District

Rate Schedule 

The fees proposed are based on the following schedule of hourly rates. Rates shown are year 
2019 rates and includes reimbursable expenses. The rates will be adjusted annually based on 
cost-of-living index.

Principal		  $250.-
Project Manager / Designer	 $185.-
Project Coordinator / Junior Designer	 $160.-
	

F
E

E
S



    
9shannon-leigh.net    1455 Hays Street     

510 969 7870         San Leandro, CA 94577        

Clarify. Create. Connect within the built environment.

SLHS - Wayfiding Signage Proposal

Thank you for the opportunity to offer our services on this project. Please indicate your 
acceptance of this proposal by signing below and returning a signed copy for our files.

Shannon-Leigh Associates, LLC
Consultant 

Authorized signature

Date

SLUSD

Authorized signature

Printed name and title

Date



OUR TEAM
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SHANNON LEIGH TEAM

Shannon Hackley, principal-in-charge at Shannon 
Leigh will oversee the project and act as the primary 
team leader at all client and stakeholder meetings. 
Shannon will guide the process and also coordinate 
vendors to ensure that all proposed signage options 
are value engineered by our design and fabrication 
partners.

Margo Wagner pays attention to the details of a job 
in order to ensure a quality finished project. She 
support the project team in planning, scheduling, 
communication and conducting surveys.  

CAMPUS WAYFINDING 
 
CONSTRUCTION 
MANAGEMENT 
 
MIXED USE

STAKEHOLDER  
FACILITATION

PROJECT TRACKING

BUDGET AND SCHEDULE

PROJECT COORDINATION

COMMUNICATION 

full resumes available on request

ADOBE ILLUSTRATOR 
AND INDESIGN

HANDS ON BUILDING

SITE SURVEYS

Luis Fernandez started working at Shannon Leigh 
in 2016 while he was a Senior at San Leandro High 
School.  Luis since has become an excellent designer 
and signage programmer and continues to expand his 
skills while attending Laney College.  



PROJECT EXPERIENCE
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Shannon Leigh (SL) was hired to retrofit and enhance 

a newly installed campus sign program. The design 

(by other firm) did not translate to the needs of the 

client after they installed it. SL designed a “sleeve” to 

retrofit the vehicular directional signs with larger text 

and a more legible font. It it a multi-acre campus with 

10 surface parking lots. 

SL was also tasked with adding new parking lot pole 

signs, building numbering and naming program, 

permanent metal banners for the promenades, and a 

new pedestrian directional program. In addition SLA 

is documenting all specifications to provide a District 

wide standard so all of the sign programs can me 

maintained by the SMCCCD Facilities department.

Cañada College
SMCCCD, Woodside, California
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Shannon Leigh (SL) has worked with the San Mateo 

Community College District for over 6 years. We have 

designed and implemented over 1.4 million dollars of 

signage at the College of San Mateo. Linda da Silva 

hired SL after successful implementation at Skyline 

Campus. We replaced a designer that the District was 

not happy with at CSM after they experienced our 

work process at Skyline.

This project involved gaining consensus from a large 

College Governing Board, diverse students and faculty 

groups and collaboration with architects and general 

contractors throughout the program. We created a 

new look for two of their campuses, with great results.

We designed all signage from parking lots, to interiors, 

exteriors, maps and promotional banner program.

College of San Mateo
SMCCCD, San Bruno, California
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UC Berkeley contacted Shannon Leigh by way of a sign 

fabricator referral. UCB needed a signage consultant to 

tastefully address their remodel of historical Wheeler Hall 

with a quick-turnaround and value engineering.

Shannon Leigh provided designs, programming, and 

specifications for the project. We transformed the 

architect’s basic signage specifications into simple yet 

elegant designs that complemented  the architecture and 

are durable enough to endure the student environment.

We also ensured that all signage was programmed to the 

most recent codes.

Wheeler Hall
UC Berkeley, Berkeley, California
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Sign Location Plan – Level 1 & Mezzanine

1933 Davis Street | Suite 217
San Leandro, CA 94577
510. 969. 7870 | shannonleigh.design

UC Berkeley - Wheeler Hall
Interior Signage
Project Documentation Package
Scale: NTS
28 April 2017
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Shannon Leigh is working with Stantec Architecture and 

the UCSF Project team to modify the existing interior, 

exterior, and garage wayfinding signs to incorporate a new 

building at the UCSF Medical Center at Mission Bay.  In 

addition to the add, the overall program is being studied 

to improve the patient and visitor experience.  This is a 

very stressed client and the signage needs to be mindful 

and efficient to reduce confusion when the viewer is often 

in a distressed state of mind. 

This project is currently in progress and one of the 

challenges is a very tight deadline.  The Shannon Leigh 

team is consistently meeting project goals and maintaining 

effective communication in order to bring this project to 

the finish line. We invite you to contact Natalia Gil and 

Mary Phillips to review our performance.  This project has 

many aspects that are similar to your project.

UCSF Medical Center
At Mission Bay, San Francisco CA


	Cover Letter on RGM Letterhead
	1. Your contract amount is based on the following bid award:
	1. Have the Agreement signed by two officers, one from each of the two following groups:
	a. The Chairman of the Board, the President, or any Vice President.
	b. The Secretary, the Assistant Secretary, the Chief Financial Officer, or an Assistant Treasurer.

	2. Have the “Acknowledgement” on each copy completed by a Notary Public.
	3. Affix the corporate seal.
	4. Return copy to the address given on Page One (1)
	of this letter.  You will receive a fully executed copy for your
	files, together with the Notice to Proceed.
	C. IF YOU ARE NOT A CORPORATION:
	1. All copies must be signed by:
	a. Owner of the Business, if a sole proprietorship;
	b. Or if a partnership, all partners must sign under the partnership name.
	2. Have the “Acknowledgement” on each copy completed by a Notary Public.
	3. Return to the address given on Page One (1) of this letter.  You will receive a fully executed copy for your file, together with the Notice to Proceed.
	II. INSURANCE

	Exhibit A
	Exhibit B
	Exhibit C
	FINGERPRINTING AND EMPLOYEE BACKGROUND
	CERTIFICATE OF COMPLIANCE
	WITH EDUCATION CODE SECTION 45125.1
	TO: THE GOVERNING BOARD OF SAN LEANDRO UNIFIED SCHOOL DISTRICT
	(SUBMIT WITH AWARD OF CONTRACT)




	Exhibit D
	ASBESTOS & OTHER HAZARDOUS MATERIALS CERTIFICATION

	Exhibit E
	SCOPE OF WORK

	SLHS Signage - Shannon Leigh Cost estimate



