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Introduction  
Welcome to the City of Imperial Beach Parks, Recreation and Community Services Department! 

The City of Imperial Beach Parks, Recreation and Community Services Department (PRCS) 

began in June 2021. The department was established to serve residents and visitors by 

providing recreational opportunities and community se`rvices programs for youth, teens, adults 

and seniors. The programs and services offered through the department provide an opportunity 

to improve the health, wellness, and quality of life of all residents while also enhancing the 

image of the city.   

Imperial Beach is home to 28,000 residents. The PRCS department strategically curates’ 

programs to serve this diverse population and meet a wide range of needs and interests. 

Programs offered range from free senior lunch to arts, dance, education, music, movement, 

exercise, fitness, sports, and other special interest activities.  

Contact and Staff Information  
Director of Parks, Recreation and Community Services 

Shannon Bullock sbullock@imperialbeachca.gov 

Supervisor of Parks, Recreation, and Community Services  

Malo Lutu  mlutu@imperialbeachca.gov 

Management Analyst 

Kara Ghiloni             kghiloni@imperialbeachca.gov  

PRCS Website and Program Registration System  

www.ibparksandrec.org    

 

Recreation Facilities  
Imperial Beach Senior Community Center  

1075 8th St. Imperial Beach, CA 91932 

Imperial Beach Sports Park and Recreational Center 

425 Imperial Beach Blvd. Imperial Beach, CA 91932 

 

 

 

mailto:sbullock@imperialbeachca.gov
mailto:mlutu@imperialbeachca.gov
mailto:kghiloni@imperialbeachca.gov
http://www.ibparksandrec.org/
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American with Disabilities Act (ADA) 
Under the Americans with Disability Act (ADA), 1990, Leisure Service Agencies and their 

instructors are required to accommodate individuals with special needs. The City of Imperial 

Beach complies with the ADA, and that affects each instructor. Please consult the Recreation 

Supervisor or his/her designee should any student require special assistance, as the City is 

required to handle these special needs. 

 

Contract Instructor Program  
Purpose 

The Parks, Recreation, and Community Services department thrives because of great 

partnerships with skilled Contract Instructors that provide engaging and educational 

opportunities for all residents. Our department strives to serve a wide range of ages from young 

families, children, teens, active agers, and senior citizens.  

The department seeks to build meaningful connections with experienced instructors to teach 

and lead classes focused on art, music, dance, science, nature, health, wellness, and exercise. 

The goal of employees and contract instructors is to provide the best quality of classes and 

services to our community at an affordable price.  

Our residents are enthusiastic participants in the varied activities the City has to offer. It is our 

goal to offer a diverse set of classes that will continue to generate interest and enthusiasm while 

providing revenue for the contract instructors and the City.  

The following guidelines provide a clear overview of what is needed to become a contract with 

the City of Imperial Beach Parks, Recreation, and Community Services Department.  

Independent Contract Instructor Role 

Independent Contract Instructors are NOT employees of the City of Imperial Beach but are still 

held to high expectations to ensure quality programming, safety of participants, and excellent 

customer service. An independent contractor creates their own class curriculum, provides their 

own supplies, staffs their activities, and sets their own hours and class fees. Contract instructors 

offer a general service to the public and are required to abide by the terms of their 

contract/agreement.  

Acknowledgements  

Instructor services as well as the services of any assistants or substitutes utilized by an 

instructor are to be performed in a competent, professional, and satisfactory manner. In 

executing the contract for class instruction, the instructor is warranting that he or she has 

carefully consider the services to be performed and the facilities, difficulties, and restrictions in 

performing the services.  
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Customer Service Standards 

The City of Imperial Beach expects all contract instructors to provide excellent customer service 

to all participants and for the entire duration of their contract with the City. Instructors should 

have a well-organized program and arrive 15 minutes prior to the start of class to allow for setup 

and preparation.  Classes must start on time and last for the duration of the advertised 

schedule. Instructors must respect all participants and must not discriminate because of race, 

ethnicity, nationality, religion, sex, gender, or gender expression.  

Proper Attire 

As a contractor, you are expected to dress neatly and appropriately for each activity. Please 
wear shoes and attire that are appropriate and safe for the class you are teaching.  
 

How to Become Independent Contract Instructor  
Application and Class Proposals  

Those interested in becoming a contract instructor with the City of Imperial Beach must submit 

an initial application that includes a class proposal.  

This can be done at any time and can be downloaded at www.ibparksandrec.org and emailed to 

parkandrec@imperialbeachca.gov .  

For every new class, a new proposal form must be submitted. The initial applicant information 

form only needs to be submitted once. 

See Attachment # 1 for an example of a class proposal form.  

Contract Program Discussion 

Once your application and proposal have been submitted, it will be reviewed by the City’s Parks, 

Recreation, and Community Services Department. If the department is interested in your 

proposal, you may be invited to an interview style discussion to review next steps and provide 

any more information.  

Contract Instructor Agreement  

All instructors are required to sign a Contract Instructor Agreement before teaching for the City 

of Imperial Beach. If signed agreements are not submitted prior to the class start date, your 

class may be cancelled. Instructors may not teach if the agreement is not signed. The Contract 

Instructor Manual is part of the agreement between the City and each instructor.  

Fingerprinting 

Contract Instructors, their assistants, or volunteers must agree to and voluntarily submit to and 

pass a criminal background check by completing a fingerprinting live scan service. Any costs 

and fees associated with fingerprinting and live scan must be paid for by the Contract Instructor. 

These will NOT be paid for by the City.  

http://www.ibparksandrec.org/
mailto:parkandrec@imperialbeachca.gov
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The City Human Resources department will provide information regarding where to complete 

the fingerprinting live scan.  

The completion of the process does not imply clearance to teach as a Contract Instructor. The 

City will inform you once your clearance has been received and will inform you of the next steps 

to begin instruction.  

See Attachment # 3-6 for live scan background check, fingerprinting forms, and related 

forms. 

Business License 

Contract Instructors must obtain a business license through the City of Imperial Beach Finance 

Department.  A copy of the license must be submitted with the Contract Agreement.  

Tuberculosis Screening 

Contract Instructors must take a Tuberculosis Test and provide a completed clear TB Test 

before any agreement is made between the City and the Instructor. Contractors must complete 

and submit the Certificate of Tuberculosis Results for themselves and their employees 

(subcontractors) every two years.  

• Certificates must reflect an examination within the past 12 months. 

• An annual chest X-ray is required if the person is unable to take a TB test due to 

possible past exposure. 

• Any costs associated with testing must be paid for by the contract instructor.  

• Any subcontractors working with/for the Contract Instructor including assistants or 

volunteers must also provide a TB certificate.  

See Attachment #7 for Tuberculosis Test release form.  

Insurance 

All Contract Instructors are required to maintain and provide copies of insurance certificates that 

adhere to the City’s insurance requirements.  These requirements include:  

• General Liability insurance in an amount not less than one million dollars ($1,000,000) 

per occurrence for bodily injury, personal injury, and property damage 

• The policy shall carry a general liability special endorsement naming the City of Imperial 

Beach, its elected or appointed officers, employees, agents, and volunteers as additional 

named insured in the amount of one million dollars ($1,000,000) per occurrence.  

• Evidence of insurance shall be sent to City’s Parks & Recreation Department and must be 

approved by City’s Risk Manager or their designee. 

See Attachment #14 for an example of insurance certificate.  
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Instructor Vendor Packet  

Contract Instructors must complete a Vendor Packet that is submitted to the City’s Finance 

Department. This must be completed and submitted to begin receiving payment.  

Vendor Packets include: 

• Vendor Information Form 

• W-9 

See Attachment #8 for Vendor Packet and W-9 form examples.  

Program Sessions  
The City runs classes and programs on a quarterly basis and sessions are divided into four (4) 

seasons: spring, summer, fall, and winter. Each seasonal session is eight (8) to ten (10) weeks 

and with two (2) to three (3) week breaks in between. The summer session is divided into 2 

sessions to accommodate a longer range of program offerings and summer break activities.  

Contract Instructors are required to host their class or program during scheduled program 

session.  

2024 Program Schedule  

• Spring Session: Monday, February 19, 2024 – Saturday, April 13, 2024 

• Summer Session A: Monday, April 29, 2024 - Saturday, June 22, 2024 

• Summer Session B: Monday, July 8, 2024 – Saturday, August 31, 2024 

• Fall Session: Monday, September 16, 2024 - Saturday, November 9, 2024 

• Winter Session: Monday, November 25, 2024 – Saturday, January 18, 2025 
 

Classes and programs will not be held during the holidays and furlough dates listed below.  

2024 Closures- No Classes or Programs  
 

• New Year’s Day – January 1  

• Martin Luther King Jr. Day – January 15 

• President’s Day – February 19 

• Memorial Day – May 27 

• Independence Day – July 4 

• Labor Day – September 2 

• Veteran’s Day – November 11 

• Thanksgiving Day – November 28 

• Day after Thanksgiving – November 29 

• Christmas Eve – December 24 

• Christmas Day – December 25 

• New Year’s Eve – December 31 

2024 Furlough Closure – No Classes or Programs  

December 23, 2024 – January 1, 2025 
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Marketing and Promotion  
Program Guide  

The PRCS department publishes a quarterly (4 times a year) seasonal program guide that 

includes all classes, programs, and events in an 8–10-week period. This guide is the primary 

way in which the department organizes and advertises all its offerings.  

The guide is accessible online at www.imperialbeachca.gov  or www.ibparksandrec.org.  

A printed copy is available at the Imperial Beach Community Center PRCS offices.  

City Promotion Opportunities  

The City may promote the class via one or more the following 

• Program Guide (Printed and Emailed) 

• Website  

• Social Media 

• Printed Flyers  
 

Contract Instructor Opportunities  

All promotion done by the contract instructor must be preapproved by the PRCS Department 

prior to being published.  

Instructors may promote their class through additional opportunities such as  

• Social Media 

• Website 

• Social Media 

• Newspaper  

• Email  
 

Any promotion by the Contract Instructor must include affiliation with the City (example “in 

partnership with City of Imperial Beach, Parks, Recreation, and Community Services) along with 

the City or Parks and Recreation logo and corresponding class registration link and information.  

Use of the City Seal is NOT ALLOWED. 

For social media promotion, please also tag the IB PRCS department. See handles below:  

Instagram @IBparksandrec 

Facebook @IBparksandrec 

Before posting or printing, please send copies to the PRCS department for review to ensure that 

the information meets the criteria above. Please allow 5 business days for review.  

Photography  

When registering for a contract class, all participants agree to the participant waiver.  This 

waiver authorizes the use of participants photographs for publicity purposes.  

http://www.imperialbeachca.gov/
http://www.ibparksandrec.org/


8 
 

While most participants sign this waiver, there are instances when a participant requests not to 

be photographed. In this case, the City will inform the Instructor and it is expected that the 

Instructor will respect this request.  

Registration, Rosters, and Waitlist 
Registration  

The City uses the Civic Rec online system for all class and program registration. Participants 

can register online at www.ibparksandrec.org or at the PRCS office located at the Senior 

Community Center. Participants must create a user profile to register for any PRCS programs 

and classes.  

The City will manage all registrations, fee collection, and refunds. Contract Instructors cannot 

conduct their own registration for any City classes. 

The City will provide the Contract Instructor with a list of all participants that are registered. 

Under no circumstances is an instructor to accept payments or allow a participant to “try” a 

class.  Individuals who are not enrolled through the City of Imperial Beach may not participate in 

any class and must be listed on the roster or have an issued receipt before you admit them to 

your class. It is the instructor's responsibility to ensure all participants are registered and paid in 

full prior to attending class.  If a staff person cannot process a registration before class, the 

participant must complete a registration, sign the liability waiver, and submit payment to front 

office staff. Registration will be processed the following day, and the participant will be emailed 

the receipt. Instructors are to familiarize themselves with the registration procedures so that they 

will be able to assist someone with their registration if necessary.  

Attendance & Schedule                                                        

Before a class begins, it is the Contract Instructors’ responsibility to take attendance for each 

class and ensure that every participant is registered.  If a participant is not registered, they must 

exit the class or register immediately if there is an open spot in the class.   

It is imperative that the classes start and end at the time which is advertised. Starting late or 

ending early can cause undue burden for the participant, parents, other instructors, or the facility 

schedule. Any anticipated change in the class schedule must be reported immediately to City 

staff.  

Rosters & Waitlist  

Contract Instructors will receive a roster of registered participants for the class. The list will 

include names only. Mailing addresses, phone numbers, and email addresses will be kept 

confidential.  

The Civic Rec registration system allows for some classes to include a waitlist should the class 

be filled quickly.  

Those on the waitlist will be notified should spaces open in the class roster. The waitlist is a first 

come, first serve basis.  

http://www.ibparksandrec.org/
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Fees, Payments, and Refunds 
Participant Class Fees 

Class fees are established by the Contract Instructor and are submitted in the Class Proposal. 

When proposing class fees, please take into account the City will add an additional $7 

administration fee to the price proposed. For example, if an instructor charges $20.00 for a 

class, the amount advertised int eh activity Guide and charged to the participant will be $27.00. 

As stated in the City of Imperial Beach’s Instructor Services Agreement, the City will 

compensate the instructor with a percentage of the class fee stated in the class proposal. 

Instructors wishing to increase class fees must submit a request in writing, detailing the reason 

or the fee increase. Please do not include the $7.00 administrative fee in your proposed price.  

Materials Fee  

Material fees are fees that are charged to the participant in addition to the class fee by the 

instructor. Material fees are supplies that the instructor requires the participant to have in order 

participate in the class. Material fees are collected by the instructor for expendable supplies for 

students, i.e. extra craft supplies, handouts, film, camp t shirts, printing of photos, etc.  Material 

fees should not be collected for cost relating to services required for general operations of the 

class such as: 

• Allowance for maintenance, depreciation, and replacement of instructional equipment 

i.e. scissors, music, insurance premiums, sports equipment, etc. as these supplies are 

necessary expenditures of doing business for multiple class sessions and should be 

included in the class fee. 

• Salaries, wages of additional instructors  

• Costs associated with general facility use i.e. rental fees of location, electricity etc.  

On the class proposal form, each instructor will need to specify if there is a material fee and how 

much it is per participant.  A list of materials including the prices will need to be submitted with 

the class proposal. Upon City Staff discretion, a sample may be asked to be provided for the 

staff’s evaluation.  

A materials fee can be charged to participants in addition to the class registration fee. A 

materials fee should only be charged to participants if they are walking away from the class with 

something. Contract Instructors will need to specify if there is a materials fee associated with the 

class and how much it is per participant. Details regarding the materials fee should be outlined 

in a Material Fee proposal form and approved by the PRC department before registration opens 

online. 

See Attachment # 2 for the Material Fee proposal form. 

Refunds or Class Credit  

Only in rare circumstances will refunds be issued to participants. It is the standard protocol to 

give account credit instead of a refund for any class cancellation. Credit can be used towards a 

future class or program registration.  
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Contract Instructors should refer participants to PRCS staff to inquire about any financial related 

concerns.  

Contract Instructor Compensation  

Indoor Facilities – 60% Instructor / 40% City  

Contract Instructors will receive 60% of the class registration fees paid by each participant. The 

City of Imperial Beach will retain the remaining 40% of class registration fees and 100% of the 

non-resident fee charged to participants who do not live within Imperial Beach city limits.  

Outdoor Facilities – 70% Instructor / 30% City  

Contract Instructors will receive 70% of the class registration fees paid by each participant. The 

City of Imperial Beach will retain the remaining 30% of class registration fees and 100% of the 

non-resident fee charged to participants who do not live within Imperial Beach city limits.  

Invoicing and Payments  

The Contract Instructor must invoice to the PRCS Department within 14 days after the end of 

the class or program period. Payment will be processed and mailed to the Contractor’s last 

known address on file with the City no later than fourteen (14) days after the Contractor 

class/program ends and contractor submits invoice.  

No prepayments will be authorized for a Contract Instructor. Payments are only issued after the 

class has been completed.  

Prior to the City processing payment, the Contractor must submit all attendance sheets and 

completed evaluation forms if applicable. 

Instructors and their assistants are independent contractors and are NOT employees of the City 

of Imperial Beach.  As such, they are NOT entitled to any other compensation or city benefits; 

including not limited to liability or workers' compensation coverage, heath insurance, retirement, 

unemployment insurance, or any other benefit provided to City employees.  

Cancellations and Make-Up Classes 

Class Cancellations and Make-Up Classes 

Contract Instructors may opt to provide classes to participants within the established minimum 

enrollment has not been reached; however, classes that have been advertised in the Program 

Guide for two quarters in a 12-month period and have not met minimum enrollment levels are 

subject to elimination.  

Contract Instructors who decide to cancel a class due to no or low enrollment, must notify the 

PRCS point of contact, two business days prior to the scheduled class start date. If a class is 

cancelled due to low enrollment, Contract Instructors are also required to notify participants two 

days prior to the scheduled class start dates. Once all the participants have been notified, the 

PRCS department will issue refunds and officially cancel the class.   

If the class is canceled due to low enrollment, participants will receive a full refund and the 

Contract Instructor will receive no compensation.  
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Should a class or program be cancelled due to an unforeseen circumstance, it should be 

rescheduled within a reasonable time frame. Make up classes are only for registered 

participants in the IB PRCS program. For instance, a Contract Instructor cannot use IB PRCS 

classes to host a make-up class from another venue or program.  

If a contract instructor is running late or will be absent, please notify PRCS immediately so they 

may inform the participants who may be waiting.  

 

Facilities, Equipment, Class Materials  
The City is responsible for ensuring that City facilities made available to Contract Instructors are 

clean, safe, and well-maintained.  

Indoor Facilities  

Classes at indoor facilities may use City equipment such as tables, chairs, etc.  

Indoor Facilities include:  

• The Imperial Beach Sports Park and Recreational Center (gymnasium, classrooms, and 

outdoor patio)  

• The Imperial Beach Senior Community Center (classrooms, kitchen, outdoor patio)  

Outdoor Facilities  

Classes at outdoor facilities should NOT require extensive set up or equipment such as tables, 

chairs, sound amplification, etc.  

Outdoor Facilities include:  

• Multiuse Sport Field at Veterans Park  

• Veterans Park  

• Dunes Park  

• Reama Park 

• Teeple Park   

• Beach 

• Pier Plaza  

Equipment and Materials  

For Indoor Facilities, the City will provide tables and chairs for classes. Other equipment and 

materials needed for class instruction must be provided by the Contract Instructors 

Contract Instructors are responsible for all set-up, take-down, and clean-up of City Facilities.  

This includes leaving the facility in the same condition as found.  

For specific room set up or requests, each instructor will need to contact the PRCS department 

to make a request. These requirements and requests  
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Any supplies or materials needed for instruction must be provided by the Contract Instructor 

unless otherwise agreed upon between the City and the Contract Instructor.  

Safety Protocols  
Accidents and Incident Reports  

In the event of any accident/incidents during the Class/Program, Contractor must notify City’s 

Parks and Recreation Department Staff immediately. An Incident/Accident Report must be 

completed and submitted to City’s Parks and Recreation Director or designee by noon the next 

business day.  

It is Contractor’s responsibility to know where the first aid kit is located for all facilities in which 

they provide services. This information will be provided to you by City’s Parks and Recreation 

Department Staff   

As the instructor, you will need to use your best judgement in the interest and safety of the 

participant whether immediate medical attention is needed. 

If the contract instructor or participant encounters a minor accident (small cuts, skinned knees, 

etc.) treat the injury as needed. PRCS staff are first aid trained and can assist as needed.  

In case of a life-threatening emergency, call 911 immediately. Please inform the incident to 

PRCS Staff immediately after calling 911.   

All City facilities have an automated external defibrillator (AED) on-site.  

See Attachment # 10 for an example of an Accident and Incident Report  

Evacuation  

Instructors are to account for all participants who are 17 years or younger. In case of an 

emergency or natural disaster, the instructor is to lead participants to the nearest exit. 

Instructors should be aware of emergency exit and the emergency exit plan for each facility 

where they are teaching. It is imperative that instructors always have a current roster of 

participants and will use this roster and/or their attendance sheets to account for each 

participant. DO NOT re-enter the building until appropriate personnel give you permission to do 

so.  

Participants who are minors will only be released to their legal guardians; participants will be 

released to immediate family members or family friends only if permission is granted. It is the 

instructor’s responsibility to have a guardian sign out for their child(ren). 

Child Pick Up 

For the safety of children involved in youth classes, instructors must see that children are 
released to their parents or another responsible adult. Children should not be allowed to leave 
the classroom unattended during the class session. Please advise parents that they will need to 
pick up children from class. Participants who are minors will only be released to their legal 
guardians; participants will be released to immediate family members or family friends only if 
permission is granted. It is the instructor’s responsibility to have a guardian sign out for their 
child(ren).  



13 
 

Instructors are not to leave until all the children are picked up. Instructors may also use the 
Department phone to call late parents. If a parent is extremely late in picking up his/her child 
from class, and you need to leave, please escort the child to the facility office and notify staff 
that the child is waiting. In addition, instructors should never drive students in their personal 
vehicles nor should bring pets or other individuals to class.  

Please also note that only those registered for the classes are allowed to participate in the 
class. 

Mandated Reporting  

In California, certain professionals are required to report known or suspected child abuse. If 

Contractor works with minors and/or seniors, Contractor is deemed to be a “Mandated Reporter” 

pursuant to the California Child Abuse and Neglect Reporting Act (Penal Code §§ 11164-

11174.3) (“CANRA”) and are required by law to report child abuse.  

See Attachment #11 regarding the CHILD ABUSE AND NEGLECT REPORTING LAW (P.C. 

11166) and the Reporter Responsibility and Sample Form and all other related documents.  

Evaluations 

The City conducts periodic evaluations of all programs. These may be done via surveys or 

personal customer interaction. Your class may also be evaluated by observations by a PRCS 

staff member during your class session.  

See Attachment #12 for example of an evaluation form.  
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City of Imperial Beach 

Contract Instructor Guide  

Acknowledgement 
 

I, ____________________________________, have read, understand, and agree to adhere by 
the  
                    Contract Instructor Name  
 

policies and procedures set forth in this guide.  

 

_________________________________________                    _______________________ 
                 Contract Instructor’s Signature                                 Date  
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Attachment #1  

Class Proposal  
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Attachment #2 

Material Fee Proposal Form  
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Attachment # 3 

Live Scan / Fingerprint Form  
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Attachment #4 

Background Check Authorization  

City of Imperial Beach Parks & Recreation Department  
825 Imperial Beach Blvd., Imperial Beach, Ca 91932  

Independent Contractor Background Form 
 
 

INDEPENDENT CONTRACTOR BACKGROUND AUTHORIZATION 
 
Name:   
 Last Name First Name Middle 
Initial 
Company Name:   
 
Address:   
 Street Address City Zip Code 
Phone:   
 Day Evening  
Web Contact:   
 Email Website  
California Driver License No.:    Class:   Exp. Date:   

 
Business License No.    Tax ID No.   
 

CONVICTIONS 

Have you ever been convicted of a felony or misdemeanor? Yes ____  No ____ 
Have you ever been convicted of a child molestation or firearms violation? Yes ____  No ____ 
 
If yes, list all convictions below: 

CONVICTION APPROX. DATE CITY & STATE SENTENCE OR 

PENALTY 

      

      

Contractor applicants who work with minors are required to submit fingerprints for and 

pass a background check before contracts will be considered.  By signing below, you 

consent to the City of Imperial Beach performing a background check to the fullness 

extent available under the law. 

 
I declare under penalty of perjury under the laws of the State of California that all answers and 
statements in this document are true and complete based on my personal knowledge.  I 
understand that untruthful, incomplete, or misleading answers are cause for immediate 
termination of my contract. 
Signature:   Date:   
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Attachment #5 

No Employee Declaration Form  
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Attachment #6 

Subcontractors Form  
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Attachment #7 

Tuberculosis Test Release 
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Attachment #8  

Vendor Packet and W-9 
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Attachment #9 

Vendor Packet and W-9  
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Attachment #10  

Incident/Accident Report  
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Attachment #11 

Mandated Reporter Forms  
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Attachment #12 

Evaluation Form  
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Attachment #13 

Action Word Ideas  

Powerful Action Verbs 
Explore  Engage                Deliver              Transform  
Enrich   Find                     Establish                   Resist  
Discover  Transform            Generate                  Stretch  
Accomplish  Define                  Manage                    Accelerate 
Change                       Excite                  Focus                       Maximize  
Create   Reinforce            Innovate                    Start 
Succeed  Target                 Gather                       Win 
Master   Anticipate            Persuade                  Act  
Lead   Solidify                Mobilize                    Improve  
Achieve  Identify                Overcome                 Inspire  
Conquer  Boost                  Shatter                      Stimulate  
Become  Build                   Replace                     Increase  
 
Exceed  Choose              Unleash                    Gain 
Enhance  Connect             Design                      Capture  
Develop  Decide               Reduce                     Aspire  
Solve   Ensure               Simplify                    Convert  
Energize  Intensify             Experiment              Survive  
Ignite   Plan                   Understand               
Gain                            Prepare             Conquer 
Raise                          Retain                Unleash  
Supplement                Execute             Grasp 
Enjoy                          Measure            Assess  
 
 
 
  
 
 

 

 

 

 

 



36 
 

Attachment #14 

Certificate Liability Insurance Example 

 
 


