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 City of Seattle
REQUEST FOR PROPOSALS
Consultant Roster Services
Project Title: PPATCH Web-based Online System/Software development Services – Re-advertisement
RFP#: RFP-DON-8813
Procurement Schedule 
Table 1: Procurement Schedule
	Schedule of Events
	Date/Time
	Location

	RFP Release
	12/20/13
	Daily Journal of Commerce

	“MANDATORY” Pre-Submittal Meeting
	1/7/2014, 10:00 am – 11:00 am
	700 – 5th Ave, Suite 1600 (16th floor) – Seattle Municipal Tower

	Deadline for Questions
	1/9/14
	See Procurement Contact below

	Release for Q & A
	1/10/14, 5:00 pm
	Consultant Opportunities site

	Proposals Due
	1/15/14, 4:00 pm (Pacific)
	See Delivery Address below

	 Interviews 
	1/20/14 – 1/24/14
	TBD

	Announcement of Successful Proposer(s)
	1/27/14 – 1/29/14 est.
	--

	Anticipated Negotiation Schedule
	2/3/14 – 2/14/14 est.
	--

	Contract Execution 
	2/17/14 est.
	--


The City reserves the right to modify this.  
Changes will be posted on the City website or as otherwise stated.
Procurement Contact

Project Manager:  Ann Robinson, Ann.Robinson@seattle.gov 206-684-0359
Table 2: Delivery Address 
	Fed Ex & Hand Delivery - Physical Address
	US Post Office - Mailing Address

	City of Seattle
Department of Neighborhoods
700 Fifth Avenue STE. MS-SMT,17-00
Seattle, Washington, 98104
	City of Seattle
Department of Neighborhoods
PO Box 94649
Seattle, Washington, 98124-4649


Unless authorized by the Project Manager, no other City official or employee may speak for the City regarding this solicitation until award is complete. Any Proposer contacting other City officials or employees does so at Proposer’s own risk. The City is not bound by such information.  
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1. Purpose and Background.
The purpose of this RFP is to enter into a $70,000.00 firm fixed priced agreement with a qualified Consultant to provide services for the City of Seattle Department of Neighborhood P-Patch program.  The services will include building a Web-Based System (internal & external) UI (User Interfaces), converting MS Access database to SQL Server, building tables and forms, designing, testing in a  .NET environment from source code to execution that interfaces with the City’s online payment system allowing for proper maintenance, security and PCI compliance and the ability for future enhancements.
2. Performance Schedule.
The Consultant will be able to work at their business location/site throughout the term of the project but must attend City of Seattle meetings.   The project estimated completion date is July 31, 2014.
3. Solicitation Objectives.
The City expects to achieve the following outcomes throughout this consultant solicitation:

Replace existing stand-alone Microsoft Access database with a custom-built online web-based system that can be used by City staff and P-Patch site leaders, gardeners and other stakeholders.  The services will include building an Online Web-Based System (internal & external) UI (User Interfaces), converting MS Access database to SQL Server, generating reports, building tables and forms, designing, testing in a  .NET environment from source code to execution that interfaces with the City’s online payment system allowing for proper maintenance, security and PCI compliance and the ability for future enhancements.
4. Minimum Qualifications.
Minimum qualifications are required for a Consultant to be eligible to submit a RFP/RFQ response.  Your submittal response must show compliance to these minimum qualifications.  Those that are not responsive to these qualifications shall be rejected by the City without further consideration:
· Washington State Business License
· Seattle Business License

· Custom design Online Web-based Systems

· Experience Payment System Interface

· Software Development Skills: .NET , C#, C++, JavaScript, SQL Server

· (3) Projects of similar scope and size

· Experience PCI (Payment Card Industry)

“MANDATORY ATTENDANCE” -Pre-Submittal meeting on January 7, 2014.
5. Scope of Work. 

The purpose of this project is to replace the existing stand-alone Microsoft Access database with a custom-built online web-based system that can be used by City staff and P-Patch site leaders, gardeners and other stakeholders.  The current Microsoft Access P-Patch Information System is used by the Department of Neighborhoods P-Patch Program staff to track and record information about the City P-Patches and Users.  The system is a repository of information compiled with gardeners, volunteers, plot availability, payments and donations.  It was initially developed for internal use at the Department of Neighborhoods main office, but the growth in program participation has generated new requirements for a web-based P-Patch Information System that can be used by P-Patch staff, volunteer coordinators and gardeners.  The web-based system should also add functionality to enable P-Patch staff and delegated volunteer site leaders to manage waitlists, plot assignments, compliance issues and information about each P-Patch.  The system should also allow staff and delegated volunteers to generate reports effectively and allow gardeners the ability to pay plot fees online and maintain their own records and information. (Requirements and screen shots of the existing database are attached as Attachment A & B).

The Consultant shall provide software development services and technical expertise of .NET, C#, C++ or JavaScript, web-based programming executed within 2010 SQL Server environment.  The project is anticipated to take (5) months.  Following completion of the project, the Consultant will provide on-call support and services, at the City of Seattle discretion.  The City of Seattle reserves the right to exercise the option the first year for maintenance support following completion of the project.
1. The Consultant shall perform the following services and provide the associated deliverables at a firm fixed price.  This deliverables will be considered complete upon the City’s acceptance of the final systems execution.
a). The Consultant shall review and assess the current P-Patch Microsoft Access stand-alone database system, requirements, features  and its relationships.
b). The Consultant shall develop, design and compile the source code and deploy it to a test web-based online system environment, using the most current versions of C#,C++, JavaScript and the .NET framework using the City of Seattle standards. A development environment will be provided
c).The Consultant shall comply with current City of Seattle standards for web-application development. City Link: http://www.seattle.gov/informationsecurity/pdf/ISSP-Web.pdf
d). The Consultant shall integrate the custom system using existing tools and techniques, to the City of Seattle electronic payment system.
f). The Consultant shall perform regression testing, fix bugs, develop enhancements for priority changes and work with DON performing UAT.
g). The Consultant shall provide system documentation, network workflows, application architecture, database or entity relationship interface diagrams, SDLC documentation, and definitions for the system. 
h). The Consultant shall provide recommendations for continued upkeep, improvement opportunities, and input to strategic roadmap.
I). The Consultant shall attend bi-weekly meetings and provide written reports detailing deliverables, tasks, issues, and pertinent information of the project.
J).The Consultant shall ensure application is PCI Compliant and use PCI compliancy methods.
k). The Consultant shall submit to the City of Seattle bi-weekly detail reports of deliverables, issues and work performed that includes description, and hours worked.  Reports must be submitted for review prior to invoicing.

SPECIFICATIONS:
1.
All modules of the P-PATCH Application will adhere to the City’s three-tiered application architecture:

•
Presentation layer in the City’s DMZ (web6.seattle.gov)

•
Application (business logic) layer inside the City’s firewall.  Presents web services through the firewall (app6 seattle.gov)

•
Database layer inside the City’s firewall
2.
The public-facing modules of the P-PATCH application will adhere to Seattle.gov design standards as defined by the Citywide Web Team.
3.
The completed P-PATCH application will reside on the City’s standard .NET application server platform:

•
Platform specs are: Server 2008 R2, IIS 7.5, .NET 4.0/4.5, MVC 4, SQL 2008.

•
The City of Seattle doesn’t allow third party apps or extensions on the general purpose .NET platform (production and QA)
•
Two identical environments:
Production
QA/Testing (always viewable inside the City’s firewall, and outside by arrangement).  UA and penetration testing are performed here
4.
P-PATCH application development will be performed at the Vendor’s facilities, on Vendor equipment using Vendor-supplied tools.
5.
DoIT Server Team performs code promotions to QA and Production environments.  Code promotion process will be determined by agreement between the Vendor, Project Manager and the Server Team.
6.
All public facing City applications are subject to penetration testing carried out by the Citywide Web Team, and accepted by the Information Security Office.  
7.
The P-PATCH application will comply to The City of Seattle Security Standards: http://www.seattle.gov/informationsecurity/pdf/ISSP-Web.pdf
8.
Interfaces between the P-PATCH systems and existing City systems (KUBRA, STORM) will comply with the existing systems and City standards for data exchange.  No modifications to the existing systems will be required.
9.
Proposed changes to the database architecture, user interfaces and/or business processes, will be approved by the City team
10.
While mobile compliance is not directly in the scope of this project, it is highly recommended that responsive or adaptive design principles (or some combination of the two) be applied to the user interface.
11.
DON is responsible for the “data cleansing” of data to be migrated to the P-PATCH application and ensuring the accuracy of the data.  To remediate some data inconsistency and quality issues, DON will work with the vendor to define data conversion rules that can be reflected in the scripts developed to cleanse and transform the data prior to moving it into the new online web-based system. 
12.
City of Seattle will work collaboratively with the Vendor team to resolve system and environment related issues when reported by the Vendor team.
13.
Accounts Receivables functionality must allow staff to perform data entry.

6. Contract Modifications.
The City has attached its boilerplate contract terms to allow Proposers to be familiar with boilerplate, and the non-negotiable terms before submitting a proposal. The City may negotiate with the highest ranked apparent successful Proposer. The City cannot modify contract provisions mandated by Federal, State or City law: to:  Equal Benefits, Audit (Review of Vendor Records), WMBE and EEO, Confidentiality, and Debarment or mutual indemnification. Exceptions to those provisions will be summarily disregarded. 
7. General Instructions, Procedures and Requirements.
This section details City instructions and requirements for your response.  The City reserves the right in its sole discretion to reject any Consultant response that fails to comply with the instructions.
7.1 Registration into City Registration System.

If you have not previously done so, register at: http://www.seattle.gov/contracting/registration.htm .  The City expects all firms to register. Women- and minority- owned firms are asked to self-identify.  For assistance, call 206-684-0444.  
7.2 Pre-Proposal Conference. 

See procurement schedule on the first page for details.
7.3 Questions.
Proposers may submit written questions to the Project Manager until the deadline stated on page 1. The City prefers questions be through e-mail to the City Project Manager. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the Consultant of responsibilities under in any subsequent contract.  It is the responsibility of the interested Consultant to assure they receive responses to Questions if any are issued.
7.4 Changes to the RFP/RFQ/Addenda.
A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by formal written addendum issued by the City’s Project Manager Addenda and shall become part of this RFP and included as part of the Contract.  
7.5 Receiving Addenda and/or Question and Answers. 

It is the obligation and responsibility of the Consultant to learn of addendums, responses, or notices issued by the City.  Some third-party services independently post City of Seattle solicitations on their websites. The City does not guarantee that such services have accurately provided all the information published by the City.

All submittals sent to the City may be considered compliant to all Addendums, with or without specific confirmation from the Consultant that the Addendum was received and incorporated, at the sole discretion of the Project Manager.  The Project Manager may reject the submittal if it does not fully incorporate an Addendum.  
7.6 Proposal Submittal.
a. Proposals and (1) one electronic CD copy of a former project must be received into the City no later than the date and time on page 1 except as revised by Addenda.

b. All pages are to be numbered sequentially, and closely follow the requested formats.
c. The City has a (10) page limitation specified in the submittal instructions section.  Any pages that exceed the page limit will be excised from the document for purposes of evaluation. 

d. The submitter has full responsibility to ensure the response arrives at the City within the deadline. A response delivered after the deadline may be rejected unless waived as immaterial by the City given specific fact-based circumstances.  

Hard- Copy Submittal.

Submit five (5) original bound copies, and one (1) electronic CD copy of the response OR link to the PDF copy on your website.  Fax, e-mail and CD copies are not an alternative to the hard copy. If a CD, fax or e-mail version is delivered, the hard copy will be the official version.  Delivery is to the location specified on Page 1, Table 2. 

a. Hard-copy responses should be in a sealed box or envelope marked and addressed with the City contact person name, the solicitation title and number, if applicable.  If submittals are not marked, the Proposer has risks of the response being misplaced and not properly delivered. 

b. The Submittal may be hand-delivered or otherwise be received by the Program Administrator at the address provided, by the submittal deadline.  Delivery errors will result without careful attention to the proper address.

c. Please don’t use plastic or vinyl binders or folders.  The City prefers simple, stapled paper copies. If a binder or folder is essential due to the size of your submission, you use fully 100% recycled stock.  Such binders are available from Keeney’s Office Supply at 425-285-0541 or Complete Office Solutions at 206-650-9195. 

7.7 License and Business Tax Requirements.

The Consultant must meet all applicable licensing requirements immediately after contract award or the City may reject the Consultant. Companies must license, report and pay revenue taxes for the Washington State business License (UBI#) and Seattle Business License, if required by law.  Carefully consider those costs before submitting an offer, as the City will not separately pay or reimburse such costs.  

Seattle Business Licensing and associated taxes.
a. If you have a “physical nexus” in the city, you must obtain a Seattle Business license and pay all taxes due before the Contract can be signed.  

b. A “physical nexus” means you have physical presence, such as: a building/facility in Seattle, you make sales trips into Seattle, your own company drives into Seattle for product deliveries, and/or you conduct service work in Seattle (repair, installation, service, maintenance work, on-site consulting, etc). 

c. We provide a Consultant Questionnaire Form in our submittal package items later in this RFP, and it will ask you to specify if you have “physical nexus”.

d. All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the Consultant and not charged separately to the City.  

e. The apparent successful Consultant(s) must immediately obtain the license and ensure all City taxes are current, unless exempted by City Code due to reasons such as no physical nexus. Failure to do so will cause rejection of the submittal.  

f. Self-Filing You can pay your license and taxes on-line using a credit card  https://dea.seattle.gov/self/
g. For Questions and Assistance, call the Revenue and Consumer Protection (RCP) office which issues business licenses and enforces licensing requirements.  The general e-mail is rca@seattle.gov.  The main phone is 206-684-8484, or call RCA staff for assistance (Anna Pedroso at 206-615-1611, Wendy Valadez at 206-684-8509 or Brenda Strickland at 206 684-8404).

h. The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.  

i. The City of Seattle website allows you to apply and pay on-line with a Credit Card if you choose.

j. If a business has extraordinary balances due on their account that would cause undue hardship to the business, the business can contact the RCA office (see contacts above in #7) to request additional assistance. A cover-sheet providing further explanation, with the application and instructions for a Seattle Business License is provided below .  

k. Those holding a City of Seattle Business license may be required to report and pay revenue taxes to the City.  Such costs should be carefully considered by the Consultant prior to submitting your offer.  When allowed by City ordinance, the City will have the right to retain amounts due at the conclusion of a contract by withholding from final invoice payments.
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State Business Licensing. Before the contract is signed, you must have a State of Washington business license (a “Unified Business Identifier” known as a UBI#).  If the State of Washington has exempted your business from State licensing (some foreign companies are exempt and sometimes, the State waives licensing because the company has no physical presence in the State), then submit proof of that exemption to the City.  All costs for any licenses, permits and associated tax payments due to the State because of licensing shall be borne by the Consultant and not charged separately to the City.  Instructions and applications are at http://www.dol.wa.gov/business/file.html  and the State of Washington Department of Revenue is available at 1-800-647-7706.
Federal Excise Tax.  The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). 

7.8 Proposer Responsibility to Provide Full Response. 

It is the Proposer’s responsibility to respond that does not require interpretation or clarification by the City.  The Proposer is to provide all requested materials, forms and information. The Proposer is to ensure the materials submitted properly and accurately reflects the Proposer’s offering.  During scoring and evaluation (prior to interviews if any), the City will rely upon the submitted materials and shall not accept materials from the Proposer after the RFP/RFQ deadline; this does not limit the City right to consider additional information (such as references that are not provided by the Proposer but are known to the City, or past City experience with the consultant), or to seek clarifications as needed. 

7.9 No Guaranteed Utilization. 
The City does not guarantee utilization of this contract.  The solicitation may provide estimates of utilization; such information is for Consultant convenience and not a usage guarantee.  The City reserves the right to multiple or partial awards, and/or to order work based on City needs. The City may turn to other appropriate contract sources or supplemental contracts, to obtain these same or similar services. The City may resolicit for new additions to the Consultant pool.  Use of such supplemental contracts does not limit the right of the City to terminate existing contracts for convenience or cause.

7.10 Expansion Clause.

 Note that the contract strictly limits the expansion of scope and addition of new work not expressly provided for within the RFP/RFQ Scope of Work.  The Proposers are to bring forward any questions about the scope that should be named within the solicitation, during the Q&A period.  

7.11 Right to Award to next ranked Consultant.

 If a contract is executed because of this solicitation process and is terminated within 90-days, the City reserves the option to return to the solicitation process to award the contract to the next highest ranked responsive Consultant by mutual agreement with such Consultant.  Any new award may also be allowed this right.  

7.12 Background Checks.
If essential, the City may require background/criminal checks during the course of the contract if essential.  The City does not intend to request such background checks unless essential.  City Light has regulatory requirements promulgated by organizations with jurisdiction over City Light, which require background checks of workers with access to certain locations/systems/data, before that worker can have authorized cyber or authorized unescorted physical access to those locations/systems/data. Such requirements may also require City Light to mandate that a worker sign a Non Disclosure Agreement, undergo a Personnel Risk Assessment and/or security awareness training.  

7.13 Negotiations.

The City may open discussions with the apparent successful Proposer, to negotiate costs and modifications to the proposal or the contract, to align the proposal or contract to meet City needs within the scope sought by the  solicitation. 

7.14 Effective Dates of Offer.

Solicitation responses are valid until the City completes award.  Should any Proposer object to this condition, the Proposer must object prior to the Q&A deadline on page 1.
7.15 Cost of Preparing Proposals.
The City will not be liable for any costs incurred by the Proposer to prepare, submit and present proposals, interviews and/or demonstrations.
7.16 Readability.
Proposers are advised that the City’s ability to evaluate proposals depends on the Proposer’s submittal document, including organization, level of detail, comprehensive material and readable. 

7.17 Changes or Corrections to Proposal Submittal.

Prior to the submittal closing date and time, a Consultant may change its proposal, if initialed and dated by the Consultant.  No changes are allowed after the closing date and time. 

7.18 Errors in Proposals.
Proposers are responsible for errors and omissions in their proposals.  No such error or omission shall diminish the Proposer’s obligations to the City.

7.19 Withdrawal of Proposal.

A submittal may be withdrawn by written request of the submitter, prior to the closing date and time.  After the closing date and time, the submittal may be withdrawn only with permission by the City.

7.20 Rejection of Proposals.

      The City reserves the right to reject any or all proposals with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
7.21 Incorporation of RFP and Proposal in Contract.

This RFP and the Proposer’s response, including all promises, warranties, commitments, and representations made in the successful proposal as accepted by the City, shall be binding and incorporated by reference in the City’s contract with the Proposer.

7.22 Independent Contractor.
The Consultant works as an independent contractor.  The City will provide appropriate contract management, but that does not constitute a supervisory relationship to the consultant. Consultant workers are prohibited from supervising City employees, or from direct supervision by a City employee.  Prohibited supervision tasks include conducting a City of Seattle Employee Performance Evaluation, preparing and/or approving a City of Seattle timesheet, administering employee discipline, and similar supervisory actions.

Contract workers shall not be given City office space unless expressly provided for below, and in no case shall such space be provided for over 36 months without specific authorization from the City Project Manager.  

Some project work requires the Consultant to be on-site at City offices.  This benefits the City to assure access, communications, efficiency, and coordination.  Any Consultant on-site remains a Consultant and not a City employee.  No Consultant shall be on-site at a City office for over 36 months, without specific authorization from the City.  The Consultant shall notify the City if any worker is within 90 days of a 36 month on-site placement.  

The City will not charge rent.  The Consultant is not asked to itemize this cost. Instead, the Consultant should absorb and incorporate the expectation of such office space within the Consultant plan for the work and costs .  City workspace is exclusively for the project and not for any other Consultant purpose.  The City Project Manager will decide if a City computer, software and/or telephone is needed, and the worker can use basic office equipment such as copy machines.  If the Consultant worker does not occupy City workspace as expected, this does not change the contract costs.
7.23 Equal Benefits.

Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether Proposers provide health and benefits that are the same or equivalent to the domestic partners of employees as to spouses of employees, and of their dependents and family members.  The Consultant Questionnaire requested in the Submittal instructions includes materials to designate your equal benefits status.

7.24 Women and Minority Subcontracting. 
The Mayor’s Executive Order and City ordinance require the maximum practicable opportunity for successful participation of minority and women-owned subcontracts.  All proposers must agree to SMC Chapter 20.42, and seek meaningful subcontracting opportunities with WMBE firms. The City requires a plan for including minority- and women-owned firms, which becomes a material part of the contract.  The Plan must be responsive in the opinion of the City, which means a meaningful and successful search and commitments to include WMBE firms for subcontracting work.  They City reserves the right to improve the Plan with the winning Consultant before contract execution.  Consultants should use selection methods and strategies sufficiently effective for successful WMBE participation.  At City request, Consultants must furnish evidence such as copies of agreements with WMBE subcontractors either before contract execution or during contract performance.  The winning Consultant must request written approval for changes to the Inclusion Plan once it is agreed upon.  This includes changes to goals, subconsultant awards and efforts. 

7.25 Insurance Requirements.
Any special insurance requirements are provided as an Attachment. If attached, provide proof of insurance to the City before Contract execution.  The City will remind the apparent successful Proposer in the Intent to Award letter.  The apparent successful Proposer must promptly provide proof of insurance to the City Project Manager.    
Consultants are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, if the Consultant is selected as a finalist.  Proposers may elect to provide the requested insurance documents within their Proposal.

7.26 Proprietary and Confidential Material.
Requesting Disclosure of Public Records

The City asks interested parties to not request public disclosure of proposal records until a contract is executed.  This measure should shelter the solicitation process, particularly during the evaluation and selection process or if a cancellation occurs or resolicitation.  With this preference stated, the City will continue to respond to all requests for disclosure of public records as required by State Law.

Marking and Disclosing Material.

Washington’s Public Records Act (Release/Disclosure of Public Records)
Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are public records.  These records include but are not limited to proposal submittals, agreement documents, contract work product, or other material.  

Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless a judge rules that RCW or another Washington State statute exempts records from disclosure.  Exemptions are narrow and explicit and are in Washington State Law (Reference RCW 42.56 and RCW 19.108).  

Proposers must be familiar with the Washington State Public Records Act and the limits of record disclosure exemptions.  For more information, visit the Washington State Legislature’s website at http://www1.leg.wa.gov/LawsAndAgencyRules). 

If you believe any records you are submitting to the City as part of your submittal or contract work product, are exempt from disclosure you can request that the City not release the records until the City notifies you about the pending disclosure.  To make that request, you must complete the appropriate portion of the Consultant Questionnaire (Non-Disclosure Request Section) and and identify each record and the exemption(s) that may apply.  If you are awarded a City contract, the same exemption designation will carry forward to the contract records.

The City will not withhold materials from disclosure because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Identify no entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite on in the Consultant Questionnaire.  Only the specific records or portions of records properly listed on the Consultant Questionnaire will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 

If the City receives a public disclosure request for any records you have properly and listed on the Consultant Questionnaire, the City will notify you in writing of the request and postpone disclosure, providing sufficient time for you to pursue an injunction and ruling from a judge.  While it is not a legal obligation, the City, as a courtesy, allows up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If you fail to obtain a Court order within the ten days, the City may release the documents. 

By submitting for this solicitation, the Consultant acknowledges the obligation to identify such records within the Consultant Questionnaire, and that the City has no obligation or liability to the proposer if the records are disclosed.

7.27 Ethics Code.

Please familiarize yourself with the City Ethics code:  http://www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Consultants, Customers and Clients.  Specific question should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500 or via email: (Executive Director, Wayne Barnett, 206-684-8577, wayne.barnett@seattle.gov or staff members Kate Flack, kate.flack@seattle.gov and Mardie Holden, mardie.holden@seattle.gov).
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No Gifts and Gratuities.  
Consultants shall not directly or indirectly offer anything (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the Consultant.  An example is giving a City employee sporting event tickets to a City employee on the evaluation team of a solicitation to which you submitted. The definition of what a “benefit” would be is broad and could include not only awarding a contract but also the administration of the contract or evaluating contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items from Consultants.  Promotional items worth less than $25 may be distributed by the Consultant to City employees if the Consultant uses the items as routine and standard promotions for the business.

Involvement of Current and Former City Employees.
The Consultant Questionnaire within your submittal documents prompts you to disclose any current or former City employees, official or volunteer, that is working or assisting on solicitation of City business or on completion of an awarded contract.  Update that information during the contract.  

Contract Workers with over 1,000 Hours.
The Ethics Code applies to Consultant workers that perform over 1,000 cumulative hours on any City contract during any 12-month period.  Any such employee must abide by the City Ethics Code. The Consultant is to be aware and familiar with the Ethics Code accordingly.

No Conflict of Interest.  

Consultant (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Consultant performance. The City shall make sole determination as to compliance.  

8. Response Materials and Submittal.
Below is the response to prepare and submit to the City.  Use the following format and provide all required attachments.  Failure to provide all information below on the proper forms and in order requested, may cause the City to reject your response.
1. Letter of interest (optional).
2. Legal Name: Submit a certificate, copy of web-page, or documentation from the Secretary of State in which you incorporated that shows your company legal name.  Many companies use a “Doing Business As” name or nickname in daily business; the City requires the legal name for your company.  When preparing the rest of your materials, use your company legal name: http://www.coordinatedlegal.com/SecretaryOfState.html
3. Minimum Qualifications:  This City of Seattle will confirm approval to the Consultant Roster category 13 upon receipt of the proposal.  Firms that are not approved to this Roster category upon receipt of the proposal will not meet the minimum qualifications for this project and not be considered.
4. Mandatory - Consultant Questionnaire:  Submit the following in your response,  even if you sent one in to the City for previous solicitations.
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5. Consultant Inclusion Plan – RESERVED:  Does not apply to this project
6. Mandatory – Contract Exceptions:  RESERVED:  Does not apply to this project
7. Mandatory - Proposal Response: This document details the forms, documents and format for your proposal response to the City.
	Cover Sheet
	A cover sheet identifying the RFP name and number.

	Table  of Contents
	

	Letter of Interest
	An introductory Letter of Interest should be no more than two (2) single-sided pages and must contain the following information:
1. State of incorporation;

2. UBI number, and Federal Tax ID Number,
3. Business Address
4. Phone & Fax Number for Primary Contact
5. Email Address for Primary Contact



	Body of Proposal
	The body of the proposal should address the submittal requirements.  It should be no longer than twenty (20) pages (10 sheets of letter-sized paper that is printed double-sided).  Pages that exceed the page limit may be removed and not included in the evaluations, at The City of Seattle discretion.

All pages of the body of the Proposal must be numbered.

	These items will not be included as part of the page count for the Body of the Proposal.
	1. Resumes for each key team member should be limited to one page.

2. Any required certifications and/licenses.

3. All other required Proposal Forms shall be included as part of the Appendix.  Failure to submit all the required forms may cause a Proposal to be found non-responsive.  

4. If proposing team is a joint venture, a copy of the joint venture agreement.


8. Mandatory – Cost and Pricing:  
State a firm fixed price for your firm to perform the services described in Section 5.0 of the RFP.  The firm fixed price shall include all direct, indirect, and overhead expenses, including travel and living expenses, incurred by the Consultant in the performance of the Work.  
9. Mandatory – Ethnic Media Plan.  RESERVED:  Does not apply to this project.
Package Checklist.
Your response should be packaged with each of the following.  This list assists with quality control before submittal of your final package.  Addenda may change this list; check any final instructions:

1. Letter of Interest (optional)
2. Vendor Questionnaire (see Embedded Form).

3. Proof of Legal Name

4. Minimum Qualifications Sheet

5. Proposal Response (see Proposal Response Section, above).

6. Cost and Pricing

9. Selection Process.
9.1 Initial Screening: The City will review responses for responsiveness and responsibility.  Those found responsive and responsible based on an initial review shall be evaluated and scored.  
9.2 Proposal Evaluation:  The City will evaluate proposals using the criteria below. Responses will be evaluated and ranked or scored.  

Evaluation Criteria:
	      No.   Criterion                                                                                                            Maximum Points

	1.  Current Experience and Knowledge of Key Individuals                                                    20

	2.  Price                                                                                                                                                   10

	3.  Project Approach and Management                                                                                         30                                 

	4.  Firm Ability and Experience                                                                                                       40

	TOTAL POINTS                                                                                                                            100


Proposals will be evaluated using the following criteria:

	Evaluation Criterion 1
	Current Experience and Knowledge of Key Individual(s)
	20  Points


This criterion evaluates the specialized experience and technical competence or knowledge of 

key individual(s) and support staff that will provide the requested services, including but not 

limited to the proposed project manager, developer, or programmer, and any sub-consultants.  


Knowledge, recent experience and expertise of these key individuals in C#, C++ , XML, JavaScript, programming and .Net framework,  Microsoft SQL, and/or  Oracle databases will be a material consideration.  The City of Seattle reserves the right to contact the project references and utilize the past performance information at any time during the evaluation process in the sole discretion of The City of Seattle.


Submittal Requirements

1. Submit brief resumes of the key individual(s) who will provide the requested services (Full, one-page resumes may also be attached to the Appendix).


2. Provide a representative list of relevant C#, C++, XML,.NET, Microsoft SQL, Oracle databases work, in the last 3 years, performed by the key individual(s) who will provide the services.  Proposals shall include, at a minimum, the following information:
a. Client name, address, e-mail, and phone number of Client’s project manager or primary contact (include location where services were provided if different from client location);

b. A brief description of the services/products/equipment and responsibilities of the key individual, total cost of the contract, completion date, etc.




3.   Provide information or certifications that demonstrates each key individuals 



      Technical expertise and experience with the following:

a. Writing, customizing, building and decompiling enterprise-grade applications using current and past versions of C#, and .Net;

b. Implementing such custom applications within .NET, SQL 2010, and/or Oracle environments using best practices;

c. Integrating such systems through various means such as XML-based Application Program Interfaces (API) and web services, Microsoft Structured Query Language (SQL) stored procedures and processes;

d. Integrating applications with Oracle and payment systems;

e. Microsoft SQL-Server versions 2005, 2008 R2, 2012 and associated T-SQL functions and stored procedures;

f. Documenting systems, particularly technical network architecture flow charts, testing and data documentation;

g. Development testing techniques, including regression methods;

h. Source code Management Systems

i. Visio and Visual Studio, and/or other development and project tracking tools.


3. Describe each key individual’s experience working on database systems involved in the procurement, costing, payment, reporting and tracking.


4. Describe each key individual’s experience in documenting systems particularly technical programming, web-based development, solution architecture, entity relationships, use case, interface and sequence diagram.
a. Submit at least 2 samples of recent UML diagrams with a brief description.

	Evaluation Criterion 2
	Price
	10  Points



 The City of Seattle is not obligated to award a contract to the lowest priced Proposal, but may accept the Proposal(s) that the City of Seattle determines provides the greatest overall value to The City of Seattle based upon the totality of the Proposal.

Hourly rates entered on Proposal Form____ No. ___ Price must be fully burdened (all inclusive rate /Fixed cost includes direct hourly rates, direct costs, overhead, and profit).  No other direct or indirect costs, including travel, will be paid by the City of Seattle without prior approval of The City of Seattle.



Submittal Requirements:
1. Complete and submit Proposal Form No. __ Price, as contained in this RFP.

	Evaluation Criterion 3
	Price
	30  Points



This criterion evaluates the firm’s approach to accomplishing the requested work, including the problem identification and other methods.  The firm understands The City of Seattle specific needs, the Scope of Work, and the firm’s methods proposed in order to manage and complete the work will be of material consideration.

Submittal Requirements: 
1.
Identify any assumptions, special projects considerations, or problems that may affect 

the work.

2. 
Recommend methodologies in your approach to addressing the Scope of Work.(Refer to 

Scope of work within the document).

3.
Describe your communication and collaboration approach for cross departmental work, 

both IT and business.

4.
Describe the quality assurance methods you propose for this work.

5.
Discuss the ready availability and accessibility of the key personnel and support staff that

will be assigned to this project and their assignments.

	Evaluation Criterion 4
	Firm Ability and Experience
	40 Points



This criterion assesses the specialized experience and technical competence of the firm comprising the team (including a joint venture, associate, or professional sub-consultant), considering the type of services required.  Recent experience of the firm and successful completion of services or work with C# programming and .NET and ___ will be a material consideration.

Include information such as firms past record of performance on contracts with other government agencies or public bodies and with private industry, including such factors as control as costs, quality of work, ability to meet schedules, cooperation, and responsiveness.

The City of Seattle reserves the right to contact the project references and utilize the past performance information at any time during the evaluation process in the sole discretion of The City of Seattle.  The City of Seattle may also consider its own past performance information and experience when evaluating proposals from firms that have performed work for The City of Seattle.  The quality of the proposal is an indication of the professional level of the firm’s ability and may be considered within this evaluation criterion.

Submittal Requirements:

1. Brief resume of the Proposer firm (or joint venture), including but not limited to its home and branch office addresses; date established; former name(s), type of ownership or legal structure; general description of services provided and type of clients served; personnel to be assigned to this contract.

2. Describe recent services provided by the firm to illustrate its ability to perform the requirements of this contract. Proposals shall include at a minimum the following information: 
a). Client name and location including address and phone number of Client’s project manager or primary contact (include location where services were provided if different from client location).
b). Responsibility of your firm and of the proposed sub-consultants (prime, sub-consultant, joint venture, etc.);

c). Brief description of the services/products/equipment provided by the firm; total cost of the contract; completion date; etc.

3. Provide any additional information that demonstrates the firm’s ability and experience to provide the services specified herein.

9.3 Interviews: The City may interview top ranked firms that are most competitive. If interviews are conducted, rankings of firms shall be determined by the City, using the combined results of interviews and proposal submittals.  Consultants invited to interview are to bring the assigned Project Manager named by the Consultant in the Proposal, and may bring other key personnel named in the Proposal. The Consultant shall not bring individuals who do not work for the Consultant or are on the project team without advance authorization by the City Project Manager. 

9.4 Professional References:  The City may contact one or more professional references have been provided by the Proposer in the Consultant, or other sources that may not have been named by the Proposer but can assist the City in determining performance.
9.5 Selection:  The City shall select the highest ranked Proposer(s) for award including the interview and written proposal.

9.6 Contract Negotiations.  The City may negotiate elements of the proposal as required to best meet the needs of the City, with the apparent successful Proposer.  The City may negotiate any aspect of the proposal or the solicitation. The City does not intend to negotiate the base contract, which has been attached (See Attachments).
9.7 Repeat of Evaluation: If no Consultant is selected at the conclusion of all the steps, the City may return to any step in the process to repeat the evaluation with those proposals active at that step .  The City shall then sequentially step through all remaining steps as if conducting a new evaluation process. The City reserves the right to terminate the process if no proposals meet its requirements.

10. Award and Contract Execution. 
The Project Manager will provide timely notice of an intent to award to all Consultants responding to the Solicitation. 

Protests to Project Manager.
Interested parties that wish to protest any aspect of this RFP selection process provide written notice to the City Project Manager for this solicitation.
Protests – City Purchasing and Contracting Services.

The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this process.  Please see the City website at http://www.seattle.gov/contracting.  Interested parties have the obligation to know of and understand these rules, and to seek clarification from the City. Note there are time limits on protests, and submitters have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.   Note: the City is to notify Federal Transit Administration if protesting a solicitation for contracts with FTA funds.
Debriefs.

For a debrief, contact the City Project Manager.
Instructions to the Apparently Successful Consultant(s).

The Apparently Successful Consultant(s) will receive an Intent to Award Letter from the Project Manager after award decisions are made by the City.  The Letter will include instructions for final submittals due prior to execution of the contract.  

Once the City has finalized and issued the contract for signature, the Consultant must execute the contract and provide all requested documents within ten (10) business days.  This includes attaining a Seattle Business License, payment of associated taxes due, and providing proof of insurance.  If the Consultant fails to execute the contract with all documents within the ten (10) day time frame, the City may cancel the award and proceed to the next ranked Consultant, or cancel or reissue this solicitation.  Cancellation of an award for failure to execute the Contract as attached may disqualify the firm from future solicitations for this same work.

Checklist of Final Submittals Prior to Award.

The Consultant(s) should anticipate the Letter will require at least the following.  Consultants are encouraged to prepare these documents when possible, to eliminate risks of late compliance.

· Seattle Business License is current and all taxes due have been paid.

· State of Washington Business License.

· Certificate of Insurance (if required)
· Special Licenses (if any)

Taxpayer Identification Number and W-9.

Unless the Consultant has already submitted a Taxpayer Identification Number and Certification Request Form (W-9) to the City, the Consultant must execute and submit this form prior to the contract execution date.  
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Attachments 

For convenience, the following documents have been embedded in Icon form within this document.  To open, double click on Icon.  

Attachment #1:   Insurance Requirements 
· No proof of insurance is required.

· Proof of insurance is required upon award of contract
Attachment #2:  Consultant Contract 
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RFP Attachments & Exhibits
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Form    W-9
(Rev. January 2011)
Department of the Treasury  
Internal Revenue Service 


Request for Taxpayer 
Identification Number and Certification


Give Form to the  
requester. Do not 
send to the IRS.
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2.


Name (as shown on your income tax return)


Business name/disregarded entity name, if different from above


Check appropriate box for federal tax 


classification (required): Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate


Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶  


Other (see instructions) ▶ 


Exempt payee


Address (number, street, and apt. or suite no.)


City, state, and ZIP code


Requester’s name and address (optional)


List account number(s) here (optional)


Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line 
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.


Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose 
number to enter.


Social security number


– –


–


Employer identification number 


Part II Certification
Under penalties of perjury, I certify that:


1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and


2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding, and


3.  I am a U.S. citizen or other U.S. person (defined below).


Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 4.


Sign 
Here


Signature of 
U.S. person ▶ Date ▶


General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.


Purpose of Form
A person who is required to file an information return with the IRS must 
obtain your correct taxpayer identification number (TIN) to report, for 
example, income paid to you, real estate transactions, mortgage interest 
you paid, acquisition or abandonment of secured property, cancellation 
of debt, or contributions you made to an IRA.


Use Form W-9 only if you are a U.S. person (including a resident 
alien), to provide your correct TIN to the person requesting it (the 
requester) and, when applicable, to:


1. Certify that the TIN you are giving is correct (or you are waiting for a 
number to be issued),


2. Certify that you are not subject to backup withholding, or


3. Claim exemption from backup withholding if you are a U.S. exempt 
payee. If applicable, you are also certifying that as a U.S. person, your 
allocable share of any partnership income from a U.S. trade or business 
is not subject to the withholding tax on foreign partners’ share of 
effectively connected income.


Note. If a requester gives you a form other than Form W-9 to request 
your TIN, you must use the requester’s form if it is substantially similar 
to this Form W-9.


Definition of a U.S. person. For federal tax purposes, you are 
considered a U.S. person if you are:


• An individual who is a U.S. citizen or U.S. resident alien,


• A partnership, corporation, company, or association created or 
organized in the United States or under the laws of the United States,


• An estate (other than a foreign estate), or


• A domestic trust (as defined in Regulations section 301.7701-7).


Special rules for partnerships. Partnerships that conduct a trade or 
business in the United States are generally required to pay a withholding 
tax on any foreign partners’ share of income from such business. 
Further, in certain cases where a Form W-9 has not been received, a 
partnership is required to presume that a partner is a foreign person, 
and pay the withholding tax. Therefore, if you are a U.S. person that is a 
partner in a partnership conducting a trade or business in the United 
States, provide Form W-9 to the partnership to establish your U.S. 
status and avoid withholding on your share of partnership income.
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The person who gives Form W-9 to the partnership for purposes of 
establishing its U.S. status and avoiding withholding on its allocable 
share of net income from the partnership conducting a trade or business 
in the United States is in the following cases:


• The U.S. owner of a disregarded entity and not the entity,


• The U.S. grantor or other owner of a grantor trust and not the trust, 
and


• The U.S. trust (other than a grantor trust) and not the beneficiaries of 
the trust.


Foreign person. If you are a foreign person, do not use Form W-9. 
Instead, use the appropriate Form W-8 (see Publication 515, 
Withholding of Tax on Nonresident Aliens and Foreign Entities).


Nonresident alien who becomes a resident alien. Generally, only a 
nonresident alien individual may use the terms of a tax treaty to reduce 
or eliminate U.S. tax on certain types of income. However, most tax 
treaties contain a provision known as a “saving clause.” Exceptions 
specified in the saving clause may permit an exemption from tax to 
continue for certain types of income even after the payee has otherwise 
become a U.S. resident alien for tax purposes.


If you are a U.S. resident alien who is relying on an exception 
contained in the saving clause of a tax treaty to claim an exemption 
from U.S. tax on certain types of income, you must attach a statement 
to Form W-9 that specifies the following five items:


1. The treaty country. Generally, this must be the same treaty under 
which you claimed exemption from tax as a nonresident alien.


2. The treaty article addressing the income.


3. The article number (or location) in the tax treaty that contains the 
saving clause and its exceptions.


4. The type and amount of income that qualifies for the exemption 
from tax.


5. Sufficient facts to justify the exemption from tax under the terms of 
the treaty article.


Example. Article 20 of the U.S.-China income tax treaty allows an 
exemption from tax for scholarship income received by a Chinese 
student temporarily present in the United States. Under U.S. law, this 
student will become a resident alien for tax purposes if his or her stay in 
the United States exceeds 5 calendar years. However, paragraph 2 of 
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows 
the provisions of Article 20 to continue to apply even after the Chinese 
student becomes a resident alien of the United States. A Chinese 
student who qualifies for this exception (under paragraph 2 of the first 
protocol) and is relying on this exception to claim an exemption from tax 
on his or her scholarship or fellowship income would attach to Form 
W-9 a statement that includes the information described above to 
support that exemption.


If you are a nonresident alien or a foreign entity not subject to backup 
withholding, give the requester the appropriate completed Form W-8.


What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS a percentage 
of such payments. This is called “backup withholding.”  Payments that 
may be subject to backup withholding include interest, tax-exempt 
interest, dividends, broker and barter exchange transactions, rents, 
royalties, nonemployee pay, and certain payments from fishing boat 
operators. Real estate transactions are not subject to backup 
withholding.


You will not be subject to backup withholding on payments you 
receive if you give the requester your correct TIN, make the proper 
certifications, and report all your taxable interest and dividends on your 
tax return.


Payments you receive will be subject to backup  
withholding if:


1. You do not furnish your TIN to the requester,


2. You do not certify your TIN when required (see the Part II 
instructions on page 3 for details),


3. The IRS tells the requester that you furnished an incorrect TIN,


4. The IRS tells you that you are subject to backup withholding 
because you did not report all your interest and dividends on your tax 
return (for reportable interest and dividends only), or


5. You do not certify to the requester that you are not subject to 
backup withholding under 4 above (for reportable interest and dividend 
accounts opened after 1983 only).


Certain payees and payments are exempt from backup withholding. 
See the instructions below and the separate Instructions for the 
Requester of Form W-9.


Also see Special rules for partnerships on page 1.


Updating Your Information
You must provide updated information to any person to whom you 
claimed to be an exempt payee if you are no longer an exempt payee 
and anticipate receiving reportable payments in the future from this 
person. For example, you may need to provide updated information if 
you are a C corporation that elects to be an S corporation, or if you no 
longer are tax exempt. In addition, you must furnish a new Form W-9 if 
the name or TIN changes for the account, for example, if the grantor of a 
grantor trust dies.


Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 
requester, you are subject to a penalty of $50 for each such failure 
unless your failure is due to reasonable cause and not to willful neglect.


Civil penalty for false information with respect to withholding. If you 
make a false statement with no reasonable basis that results in no 
backup withholding, you are subject to a $500 penalty.


Criminal penalty for falsifying information. Willfully falsifying 
certifications or affirmations may subject you to criminal penalties 
including fines and/or imprisonment.


Misuse of TINs. If the requester discloses or uses TINs in violation of 
federal law, the requester may be subject to civil and criminal penalties.


Specific Instructions
Name
If you are an individual, you must generally enter the name shown on 
your income tax return. However, if you have changed your last name, 
for instance, due to marriage without informing the Social Security 
Administration of the name change, enter your first name, the last name 
shown on your social security card, and your new last name.


If the account is in joint names, list first, and then circle, the name of 
the person or entity whose number you entered in Part I of the form.


Sole proprietor. Enter your individual name as shown on your income 
tax return on the “Name” line. You may enter your business, trade, or 
“doing business as (DBA)” name on the “Business name/disregarded 
entity name” line.


Partnership, C Corporation, or S Corporation. Enter the entity's name 
on the “Name” line and any business, trade, or “doing business as 
(DBA) name” on the “Business name/disregarded entity name” line.


Disregarded entity. Enter the owner's name on the “Name” line. The 
name of the entity entered on the “Name” line should never be a 
disregarded entity. The name on the “Name” line must be the name 
shown on the income tax return on which the income will be reported. 
For example, if a foreign LLC that is treated as a disregarded entity for 
U.S. federal tax purposes has a domestic owner, the domestic owner's 
name is required to be provided on the “Name” line. If the direct owner 
of the entity is also a disregarded entity, enter the first owner that is not 
disregarded for federal tax purposes. Enter the disregarded entity's 
name on the “Business name/disregarded entity name” line. If the owner 
of the disregarded entity is a foreign person, you must complete an 
appropriate Form W-8. 


Note. Check the appropriate box for the federal tax classification of the 
person whose name is entered on the “Name” line (Individual/sole 
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).


Limited Liability Company (LLC). If the person identified on the 
“Name” line is an LLC, check the “Limited liability company” box only 
and enter the appropriate code for the tax classification in the space 
provided. If you are an LLC that is treated as a partnership for federal 
tax purposes, enter “P” for partnership. If you are an LLC that has filed a 
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for   
C corporation or “S” for S corporation. If you are an LLC that is 
disregarded as an entity separate from its owner under Regulation 
section 301.7701-3 (except for employment and excise tax), do not 
check the LLC box unless the owner of the LLC (required to be 
identified on the “Name” line) is another LLC that is not disregarded for 
federal tax purposes. If the LLC is disregarded as an entity separate 
from its owner, enter the appropriate tax classification of the owner 
identified on the “Name” line.
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Other entities. Enter your business name as shown on required federal 
tax documents on the “Name” line. This name should match the name 
shown on the charter or other legal document creating the entity. You 
may enter any business, trade, or DBA name on the “Business name/
disregarded entity name” line.


Exempt Payee 
If you are exempt from backup withholding, enter your name as 
described above and check the appropriate box for your status, then 
check the “Exempt payee” box in the line following the “Business name/
disregarded entity name,” sign and date the form.


Generally, individuals (including sole proprietors) are not exempt from 
backup withholding. Corporations are exempt from backup withholding 
for certain payments, such as interest and dividends.


Note. If you are exempt from backup withholding, you should still 
complete this form to avoid possible erroneous backup withholding.


The following payees are exempt from backup withholding:


1. An organization exempt from tax under section 501(a), any IRA, or a 
custodial account under section 403(b)(7) if the account satisfies the 
requirements of section 401(f)(2),


2. The United States or any of its agencies or instrumentalities,


3. A state, the District of Columbia, a possession of the United States, 
or any of their political subdivisions or instrumentalities,


4. A foreign government or any of its political subdivisions, agencies, 
or instrumentalities, or


5. An international organization or any of its agencies or 
instrumentalities.


Other payees that may be exempt from backup withholding include:


6. A corporation,


7. A foreign central bank of issue,


8. A dealer in securities or commodities required to register in the 
United States, the District of Columbia, or a possession of the United 
States,


9. A futures commission merchant registered with the Commodity 
Futures Trading Commission,


10. A real estate investment trust,


11. An entity registered at all times during the tax year under the 
Investment Company Act of 1940,


12. A common trust fund operated by a bank under section 584(a),


13. A financial institution,


14. A middleman known in the investment community as a nominee or 
custodian, or


15. A trust exempt from tax under section 664 or described in section 
4947.


The following chart shows types of payments that may be exempt 
from backup withholding. The chart applies to the exempt payees listed 
above, 1 through 15.


IF the payment is for . . . THEN the payment is exempt 
for . . .


Interest and dividend payments All exempt payees except 
for 9


Broker transactions Exempt payees 1 through 5 and 7 
through 13. Also, C corporations.


Barter exchange transactions and 
patronage dividends


Exempt payees 1 through 5


Payments over $600 required to be 
reported and direct sales over 
$5,000 1


Generally, exempt payees 
1 through 7 2


1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation and reportable on Form 


1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for 
services paid by a federal executive agency.


Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and 
you do not have and are not eligible to get an SSN, your TIN is your IRS 
individual taxpayer identification number (ITIN). Enter it in the social 
security number box. If you do not have an ITIN, see How to get a TIN 
below.


If you are a sole proprietor and you have an EIN, you may enter either 
your SSN or EIN. However, the IRS prefers that you use your SSN.


If you are a single-member LLC that is disregarded as an entity 
separate from its owner (see Limited Liability Company (LLC) on page 2), 
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the 
disregarded entity’s EIN. If the LLC is classified as a corporation or 
partnership, enter the entity’s EIN.


Note. See the chart on page 4 for further clarification of name and TIN 
combinations.


How to get a TIN. If you do not have a TIN, apply for one immediately. 
To apply for an SSN, get Form SS-5, Application for a Social Security 
Card, from your local Social Security Administration office or get this 
form online at www.ssa.gov. You may also get this form by calling 
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN, or Form SS-4, Application for 
Employer Identification Number, to apply for an EIN. You can apply for 
an EIN online by accessing the IRS website at www.irs.gov/businesses 
and clicking on Employer Identification Number (EIN) under Starting a 
Business. You can get Forms W-7 and SS-4 from the IRS by visiting 
IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).


If you are asked to complete Form W-9 but do not have a TIN, write 
“Applied For” in the space for the TIN, sign and date the form, and give 
it to the requester. For interest and dividend payments, and certain 
payments made with respect to readily tradable instruments, generally 
you will have 60 days to get a TIN and give it to the requester before you 
are subject to backup withholding on payments. The 60-day rule does 
not apply to other types of payments. You will be subject to backup 
withholding on all such payments until you provide your TIN to the 
requester.


Note. Entering “Applied For” means that you have already applied for a 
TIN or that you intend to apply for one soon.


Caution: A disregarded domestic entity that has a foreign owner must 
use the appropriate Form W-8.


Part II. Certification
To establish to the withholding agent that you are a U.S. person, or 
resident alien, sign Form W-9. You may be requested to sign by the 
withholding agent even if item 1, below, and items 4 and 5 on page 4 
indicate otherwise.


For a joint account, only the person whose TIN is shown in Part I 
should sign (when required).  In the case of a disregarded entity, the 
person identified on the “Name” line must sign. Exempt payees, see 
Exempt Payee on page 3.


Signature requirements. Complete the certification as indicated in 
items 1 through 3, below, and items 4 and 5 on page 4.


1. Interest, dividend, and barter exchange accounts opened 
before 1984 and broker accounts considered active during 1983. 
You must give your correct TIN, but you do not have to sign the 
certification.


2. Interest, dividend, broker, and barter exchange accounts 
opened after 1983 and broker accounts considered inactive during 
1983. You must sign the certification or backup withholding will apply. If 
you are subject to backup withholding and you are merely providing 
your correct TIN to the requester, you must cross out item 2 in the 
certification before signing the form.


3. Real estate transactions. You must sign the certification. You may 
cross out item 2 of the certification.
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4. Other payments. You must give your correct TIN, but you do not 
have to sign the certification unless you have been notified that you 
have previously given an incorrect TIN. “Other payments” include 
payments made in the course of the requester’s trade or business for 
rents, royalties, goods (other than bills for merchandise), medical and 
health care services (including payments to corporations), payments to 
a nonemployee for services, payments to certain fishing boat crew 
members and fishermen, and gross proceeds paid to attorneys 
(including payments to corporations).


5. Mortgage interest paid by you, acquisition or abandonment of 
secured property, cancellation of debt, qualified tuition program 
payments (under section 529), IRA, Coverdell ESA, Archer MSA or 
HSA contributions or distributions, and pension distributions. You 
must give your correct TIN, but you do not have to sign the certification.


What Name and Number To Give the Requester
For this type of account: Give name and SSN of:


1. Individual The individual
2. Two or more individuals (joint             


account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account 1


3. Custodian account of a minor 
 (Uniform Gift to Minors Act)


The minor 2


4. a. The usual revocable savings 
trust (grantor is also trustee) 
b. So-called trust account that is 
not a legal or valid trust under 
state law


The grantor-trustee 1


The actual owner 1


5. Sole proprietorship or disregarded 
entity owned by an individual


The owner 3


6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulation section 1.671-4(b)(2)(i)(A))


The grantor*


For this type of account: Give name and EIN of:


7. Disregarded entity not owned by an 
individual


The owner


8. A valid trust, estate, or pension trust Legal entity 4


9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553


The corporation


10. Association, club, religious, 
charitable, educational, or other   
tax-exempt organization


The organization


11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee


13. Account with the Department of 
Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments


The public entity


14. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulation section 1.671-4(b)(2)(i)(B))


The trust


1
 List first and circle the name of the person whose number you furnish. If only one person on a 
joint account has an SSN, that person’s number must be furnished.


2
 Circle the minor’s name and furnish the minor’s SSN.


3
 You must show your individual name and you may also enter your business or “DBA”  name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.


4
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal entity itself is not designated in the account 
title.) Also see  Special rules for partnerships on page 1.


*Note. Grantor also must provide a Form W-9 to trustee of trust.


Note. If no name is circled when more than one name is listed, the 
number will be considered to be that of the first name listed.


Secure Your Tax Records from Identity Theft
Identity theft occurs when someone uses your personal information 
such as your name, social security number (SSN), or other identifying 
information, without your permission, to commit fraud or other crimes. 
An identity thief may use your SSN to get a job or may file a tax return 
using your SSN to receive a refund.


To reduce your risk:


• Protect your SSN,


• Ensure your employer is protecting your SSN, and


• Be careful when choosing a tax preparer.


If your tax records are affected by identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter.


If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft Hotline 
at 1-800-908-4490 or submit Form 14039.


For more information, see Publication 4535, Identity Theft Prevention 
and Victim Assistance.


Victims of identity theft who are experiencing economic harm or a 
system problem, or are seeking help in resolving tax problems that have 
not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059.


Protect yourself from suspicious emails or phishing schemes.  
Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.


The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts.


If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration at 1-800-366-4484. You can forward 
suspicious emails to the Federal Trade Commission at: spam@uce.gov 
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT 
(1-877-438-4338).


Visit IRS.gov to learn more about identity theft and how to reduce 
your risk.


Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with 
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation 
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS, 
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District 
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies 
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to 
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a 
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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Find Client Record 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


P-Patch Client Information 
System and Find Client Screen 







Client Record 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Client Record shows 
• Personal information 
• Contact information 
• Garden Management Data 


• Interest List (waitlist) sites, 
on left (up to two allowed)  


• Current Plot assignment (on 
right) (only one garden 
allowed) 


• Verify Date – date verified 
that client wants to stay on 
the Interest List 


• Drop Out  --date appears if 
drop out 


• Plot Compliance Information – 
Weedy Call and Letter 


• Notes 
• Tabs for other information related 


to this client (contact and task…) 







Interest List – Picardo Farm 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Interest List–  
Access to the list 
• by clicking on Interest List in client 


screen 
• By clicking on Waitlist at the top of 


the form 
Shows  
• Interest List Number 
• Preference, up to two allowed. 
• Date assigned to Interest List 
• Personal Information 







Garden (P-Patch) Record 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Garden (P-Patch) Record 
Access to the list 
• by clicking on plot List in client screen 
• By clicking on Gardener at the top of the 


form 
Shows  
• Assigned Plot Number(s) 
• Plot Information (size, number, block Id) 
• Date assigned to Interest List 
• Personal Information 







P-Patch Garden Map & City Website 
Information 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Garden Data Map & City Website Information 
(In new database, Garden Data Map and Information 
about the P-Patch should be linked.  All users of the 
database will be able to look at the garden map, find its 
location in the city, and click on elements of the garden, 
e.g. compost bins to find out more information.) 
 
Garden Data  
• Eighty-six P-Patches, more coming, each with multiple 


garden data: 
• Elements of P-Patch, e.g. fruit trees, bee hive, 


raspberry beds, compost bins, tool shed, water 
spigots, water turn on and turn off 


• Other information –site leaders (no current record), 
location, fun facts, history, pictures.  







Contact Task Screen 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Contact and Task Screen 
Shows 
• Task the client has signed up for 
• Information about second/ co-gardener 
• Volunteer hour records (date entered 


and balance for current year) 







Payment Screen 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Payment Screen 
• Auto generated payment number 
• Received Date 
• Payment name  


• Payment Type (check, cash, other) 
• Event (plot fee, fundraising, other) 
• Fee 
• Donation amount to P-Patch Trust 
• Total 
• Plot fee assistance (on left) 


• Date 
• Plot fee 
• Amount of assistance(auto 


generated when payment is 
entered) 







Profile Screen 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Profile Screen- 
• Client Profile - Date verify that client wanted to stay on 


Interest list 
• Wait Site Profile – date that client was assigned and 


removed from Interest list  
• Plot Profile – assignment and removal dates from plots 







Plot Compliance Information 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


.  


Plot Compliance Record – Current information, not used 
because not easily useable.  







Report Screen 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Report Screen – Mailing label and payment are the only 
ones that we use.  







Backdoor Frequently Used Reports 


:  


Expanding Urban Agriculture in Seattle 


 


P-Patch Database Project 


.  


Backdoor frequently used table and reports 
• Macros – very important for compiling information 


from multiple queries 
• Most important query – applications task plot, which 


appends queries of contact, payment, plots, sites, and 
tasks 







Admin – Screen 


:  


Expanding Urban Agriculture in Seattle 


 


P-Patch Database Project 


Admin Screen- The screen for modifications of tables 
• Task – task that gardeners sign up for 
• Site – adding/ changing information abut sites 
• Plot – Editing information about plots 
• Modify Payment Event – create and change events for which money is 


accepted.  (expand in new database, allow sites to track  garden specific (not 
plot fees) fundraising.)  







Contact Screen 


:  


Expanding Urban Agriculture in Seattle 


 
P-Patch Database Project 


Contact Screen – contacting gardeners directly from database. 


 
New system will have expanded capacity.   
• Gardeners will email directly from their own record 
• Staff/ and those with permission may contact individual gardeners and multiple 


gardeners.  







Potential Users of New Database:  
Expanding Urban Agriculture in Seattle 


 


Questions? 


 


P-Patch Database Project 
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Overview

This API is designed to provide Kubra customers the ability to make payments via a REST service.  The API currently supports Credit Card, ACH, and Pinless Debit Card payments.



Below are the transactions available through the Payment API:



1. Credit Card Payment (Real-time)	

2. Credit Card Payment (Scheduled)

· Payment date must be greater than current day (Eastern Standard Time Zone)

· Please note: Scheduled transactions are not authorized at the time of Payment

3. Credit Card Authorization Reversal, Cancellation with valid Payment ID

· Valid Kubra Payment ID is required

4. Credit Card Refund/Partial Refund with Payment ID

· Valid Kubra Payment ID is required

· Partial refunds can be configured at the time of implementation Credit Card Refund without Payment ID

5. ACH Payment (Real-time – If supported by a payment processor) 

6. ACH Payment (Scheduled)

7. ACH Cancellation

· Valid Kubra Payment ID is required

8. ACH Refund/Partial Refund with Payment ID

· Valid Kubra Payment ID is required

· Partial refunds can be configured at the time of implementation ACH Cancellation

9. Issue Credit

10. Pin-less Debit Payment (Real-time)



[bookmark: _Toc309296600]Restrictions 

Credit Card/ACH Refunds have two restrictions



Maximum refund amount:  The amount that can be refunded for a single transaction can be configured at the time of implementation.  The default value is $1000.  



Please contact Kubra if you would like to change the default value.



Maximum number of refund transactions: The number of refunds allowed per day can be configured at the time of implementation.  The default value is 100 transactions.  



Please contact Kubra if you would like to change the default value.



[bookmark: _Toc309296601]
Message Specification

Kubra will provide test and production web service URL once testing has been scheduled.



Below is a sample of how the URL will look like:



· https://[Environment]/[AccountName]/PaymentHandler.aspx



The web service accepts payments through a series of HTTPS form post parameters.  Responses are in XML format.

[bookmark: _Toc309296602]
Payment API Transactions



[bookmark: _Toc309296603]Credit Card Payment (Real-time)



Input Parameters:



		Field

		Value

		Required



		TransType

		The value “CCPAY”

		Yes



		Retail

		“Y” if this is a card present (swiped or keyed in) transaction,  “N” otherwise

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		Amount

		Decimal number formatted as 0.00

		Yes



		CCNumber

		Credit card number

		Yes



		CCExp

		Credit card expiration date (MMYY)

		Yes



		TrackData

		Swipe data for card present (retail) transaction

Note: this field is not required for keyed in retail transactions.

*If the Retail field is “Y” and TrackData is not provided a valid ZipCode must be entered.

		Optional



		ZipCode

		Credit card billing zip code (5)-(4)(for zip + 4 format)

		Optional



		CardCode

		Credit card security code

		Optional



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Optional



		PaymentSource

		If this field is empty it will default to a “ONE” payment source, which is a One-Time Payment



For “IVR” payments set this field to “IVR”

		Optional



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes
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· Please note: Scheduled transactions are not authorized at the time of Payment



Input Parameters:



		Field

		Value

		Required



		TransType

		The value “CCPAY”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		PaymentDate

		Date when transaction should be processed.  If it is empty the current date will be used.



· Format should be in “YYYY-MM-DD”

e.g. “2011-08-30” which is August 30, 2011

· If today’s date is specified the transaction will be real-time

· Note: All transactions are processed in EST

		Yes



		Amount

		Decimal number formatted as 0.00

		Yes



		CCNumber

		Credit card number

		Yes



		CCExp

		Credit card expiration date (MMYY)

		Yes



		ZipCode

		Credit card billing zip code (5)-(4)(for zip + 4 format)

		Optional



		CardCode

		Credit card security code

		Optional



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Optional



		PaymentSource

		If this field is empty it will default to a “ONE” payment source, which is a One-Time Payment



For “IVR” payments set this field to “IVR”

		Optional



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes







[bookmark: _Toc308689139][bookmark: _Toc308689140][bookmark: _Toc308689142][bookmark: _Toc308689199]

[bookmark: _Toc309296605]Credit Card Authorization Reversal and Cancellation



Input Parameters:



		Field

		Value

		Required



		TransType

		The value “CCPAYREVERSE”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		PaymentId

		Kubra Payment Id sent in the response xml when a credit card payment is made through Kubra’s payment API

		Yes



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes







[bookmark: _Toc309296606]Credit Card Refund (with Kubra Payment Id)



Input Parameters:



		Field

		Value

		Required



		TransType

		The value “CCPAYREFUND”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		Amount

		Decimal number formatted as 0.00

		Yes



		CCNumber

		Credit card number

		Yes



		CCExp

		Credit card expiration date (MMYY)

		Yes



		ZipCode

		Credit card billing zip code (5)-(4)(for zip + 4 format)

		Optional



		CardCode

		Credit card security code

		Optional



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Optional



		PaymentId

		Kubra Payment Id sent in the response xml when a credit card payment is made through Kubra’s Payment API

		Yes



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes
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Input Parameters:



		Field

		Value

		Required



		TransType

		The value “ACHPAY”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		Amount

		Decimal number formatted as 0.00

		Yes



		BankAccNo

		Bank account number

		Yes



		RoutingNo

		Routing transit number

		Yes



		BankAccType

		Bank account type (1 for checking; 2 for saving)

		Yes



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Optional



		PaymentSource

		If this field is empty it will default to a “ONE” payment source, which is a One-Time Payment



For “IVR” payments set this field to “IVR”

		Optional



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes
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Input Parameters:



		Field

		Value

		Required



		TransType

		The value “ACHPAY”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		PaymentDate

		Date when transaction should be authorized.  If it is empty the current date will be used



· Format should be in “YYYY-MM-DD”

e.g. “2011-08-30” which is August 30, 2011

· If today’s date is specified the transaction will be real-time

· Note: All transactions are processed in EST



		Yes



		Amount

		Decimal number formatted as 0.00

		Yes



		BankAccNo

		Bank account number

		Yes



		RoutingNo

		Routing transit number

		Yes



		BankAccType

		Bank account type (1 for checking; 2 for saving)

		Yes



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Optional



		PaymentSource

		If this field is empty it will default to a “ONE” payment source, which is a One-Time Payment



For “IVR” payments set this field to “IVR”

		Optional



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes
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Input Parameters:



		Field

		Value

		Required



		TransType

		The value “ACHPAYREVERSE”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		PaymentId

		Kubra Payment Id sent in the response xml when a credit card payment is made through Kubra’s payment API

		Yes



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes
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Input Parameters:



		Field

		Value

		Required



		TransType

		The value “ACHPAYREFUND”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		BankAccNo

		Bank account number

		Yes



		RoutingNo

		Routing transit number

		Yes



		BankAccType

		Bank account type (1 for checking; 2 for saving)

		Yes



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Optional



		PaymentId

		Kubra Payment Id sent in the response xml when a ACH payment is made through Kubra’s Payment API

		Yes



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes













[bookmark: _Toc309296611]Issue Credit



Input Parameters:



		Field

		Value

		Required



		TransType

		The value “CCPAYREFUND”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		Amount

		Decimal number formatted as 0.00

		Yes



		CCNumber

		Credit card number

		Yes



		CCExp

		Credit card expiration date (MMYY)

		Yes



		ZipCode

		Credit card billing zip code (5)-(4)(for zip + 4 format)

		Optional



		CardCode

		Credit card security code

		Optional



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Yes



		PaymentSource

		If this field is empty it will default to a “ONE” payment source, which is a One-Time Payment



For “IVR” payments set this field to “IVR”

		Optional



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes
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Input Parameters:



		Field

		Value

		Required



		TransType

		The value “PDPAY”

		Yes



		RefCode

		Value in this field will be echoed in the response if provided

		Optional



		Amount

		Decimal number formatted as 0.00

		Yes



		PDNumber

		Pinless debit card number

		Yes



		AccNo

		Customer account number

		Yes



		PayerName

		Payer’s name

		Optional



		PaymentSource

		If this field is empty it will default to a “ONE” payment source, which is a One-Time Payment



For “IVR” payments set this field to “IVR”

		Optional



		Utc

		The current UTC Date time in the format “YYYY-MM-DD HHmm” 

e.g. “2011-08-30 2359” which is August 30, 2011 11:59PM

		Yes



		Id

		URLEncoded hash value

		Yes
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Response XML (Applies to all payment types):



		Field

		Value



		status

		(See status code section)



		refcode

		Value of the RefCode input parameter



		paymentid

		Kubra assigned payment ID



		rspdesc

		Response code description.  See Appendix A for list of response codes and messages.



		confirmcode

		Confirmation code returned by the payment processor



		convfee

		Convenience fee for transaction









Sample responses:



Transaction authorized by payment processor

<?xml version="1.0" encoding="utf-8" ?>

<response>

	<status>000</status>

	<refcode>5487521452</refcode>

	<paymentid>00125478521457</paymentid>

	<rspdesc>SUCCESS</rspdesc>

	<confirmcode>021544</confirmcode>

	<convfee>3.25</convfee>

</response>



Transaction rejected by payment processor

<?xml version="1.0" encoding="utf-8" ?>

<response>

	<status>001</status>

	<refcode>5487521452</refcode>

	<paymentid>00125478521457</paymentid>

	<rspdesc>(302) Credit Floor - Insufficient funds</rspdesc>

	<confirmcode></confirmcode>

	<convfee></convfee>

</response>



Transaction rejected by Kubra (e.g. Invalid parameter(s))

<?xml version="1.0" encoding="utf-8" ?>

<response>

	<status>101</status>

  	<refcode>5487521452</refcode>

	<paymentid>00125478521457</paymentid>

	<rspdesc>Invalid Bank Account Number</rspdesc>

	<confirmcode></confirmcode>

	<convfee></convfee>

</response>



Note: The payment API will produce a “403” http response code if the http method is not a “POST” 
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Creating the Encoded URL Hash Code 



1. How to use the  UTC parameter:



Utc parameter must contain the UTC in the format of YYYY-MM-DD HHmm.  Kubra will generate another UTC value when request is received and compare it to the Utc parameter passed in the request.  Up to 10 minutes difference between Kubra server and biller server is allowed to accommodate potential time difference. Make sure your server time is regularly synchronized. 



See appendix for sample code <link>



2. How to use ID parameter:



Credit Card Payment (Real-time)



ID parameter contains a computed hash value of the concatenated parameters: TransType, Retail, RefCode, Amount, CCNumber, CCExp, TrackData, ZipCode, CardCode, AccNo, PayerName, UTC and salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:

1. TransType

2. Retail

3. RefCode

4. Amount

5. CCNumber

6. CCExp

7. TrackData

8. ZipCode

9. CardCode

10. AccNo

11. PayerName

12. UTC

13. Salt



	



Credit Card Payment (Scheduled)



ID parameter contains a computed hash value of the concatenated parameters: TransType, RefCode, PaymentDate, Amount, CCNumber, CCExp, ZipCode, CardCode, AccNo, PayerName, UTC and salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:

1. TransType

2. RefCode

3. PaymentDate

4. Amount

5. CCNumber

6. CCExp

7. ZipCode

8. CardCode

9. AccNo

10. PayerName

11. UTC

12. Salt



Credit Card Authorization Reversal and Cancellation



ID parameter contains a computed hash value of the concatenated parameters: TransType, RefCode, PaymentId, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:

1. TransType

2. RefCode

3. PaymentId

4. UTC

5. Salt



Credit Card Refund (with Kubra Payment ID)



ID parameter contains a computed hash value of the concatenated parameters: TransType, RefCode, Amount, CCNumber, CCExp, ZipCode, CardCode, AccNo, PayerName,PaymentId, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:

1. TransType

2. RefCode

3. Amount

4. CCNumber

5. CCExp

6. ZipCode

7. CardCode

8. AccNo

9. PayerName

10. PaymentId

11. UTC

12. Salt







Issue Credit



ID parameter contains a computed hash value of the concatenated parameters: TransType, RefCode, Amount, CCNumber, CCExp, ZipCode, CardCode, AccNo, PayerName, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:

1. TransType

2. RefCode

3. Amount

4. CCNumber

5. CCExp

6. ZipCode

7. CardCode

8. AccNo

9. PayerName

10. UTC

11. Salt





ACH Payment



ID parameter contains a computed hash value of the concatenated parameters: Transtype, RefCode, Amount, BankAccNo, RoutingNo, BankAccType, AccNo, PayerName, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:
	1. TransType

2. RefCode

3. Amount

4. BankAccNo

5. RoutingNo

6. BankAccType

7. AccNo

8. PayerName

9. UTC

10. Salt



ACH Payment (Scheduled)



ID parameter contains a computed hash value of the concatenated parameters: TransType, RefCode, PaymentDate, Amount, BankAccNo, RoutingNo, BankAccType, AccNo, PayerName, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:
	1. TransType

2. RefCode

3. PaymentDate

4. Amount

5. BankAccNo

6. RoutingNo

7. BankAccType

8. AccNo

9. PayerName

10. UTC

11. Salt



ACH Payment Cancellation



ID parameter contains a computed hash value of the concatenated parameters: Transtype, RefCode, PaymentId, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:
	1. TransType

2. RefCode

3. PaymentId

4. UTC

5. Salt







ACH Refund (with Kubra Payment Id)



ID parameter contains a computed hash value of the concatenated parameters: TransType, RefCode, BankAccNo, RoutingNo, BankAccType, AccNo, PayerName, PaymentId, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:
	1. TransType

2. RefCode

3. BankAccNo

4. RoutingNo

5. BankAccType

6. AccNo

7. PayerName

8. PaymentID

9. UTC

10. Salt



Pinless Debit Card Payment



ID parameter contains a computed hash value of the concatenated parameters: 

TransType, RefCode, Amount, Pdnumber, AccountNo, PayerName, UTC and Salt (salt value will be provided by Kubra during implementation)



Sequence of parameters to be hashed should be exactly as follows:


1.TransType
2. RefCode

3. Amount

4. PDnumber

5. AccountNo

6. PayerName 

8. UTC

9. Salt



Below are the security options available:



Available PublicHashProvider

MD5, SHA1, SHA256, SHA384, SHA512



Available PublicHashEncoding

ASCII, UTF7, UTF8, UTF32, BigEndianUnicode, Unicode



Available PublicHashFormat

BASE64, HEX



Default setting used are as follows:

Hash Provider: SHA256

Hash Encoding: UTF8

Hash Format: BASE64
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Sample Input for Credit Card Payments (Real-time)



The parameters are: 

	TransType=CCPAY

	Retail=N

Amount=101.00

CCNumber=4444414444444441

CCExp=0115

ZipCode=14213

CardCode=727

AccNo=SomeAccNo

PayerName=JohnDoe

UTC =2011-08-03 2359

Salt =SomeSalt



The concatenated string will be look like the following:



CCPAYN101.004444414444444441011514213727SomeAccNoJohnDoe2011-08-03 2359SomeSalt



The hash value of the above concatenated string will look like the following:



12tvVCiw/MONRAJoOa1Tke5FpTowzrZpKBqnb20Psv0=



(Note: the hash value above is not URLEncoded and hashed using default settings)



The API only accepts HTTPS form post as the parameter posting mechanism.
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Appendix A: Status Codes



		Status Code

		Description



		000

		Successful transaction





		001

		Transaction failed.   



General Exception

· Transaction Failed

Note: Specific Application Exception will be written to the Application log file.



Specific Processor Error Messages

· If the Transaction reaches the Processor and an error is returned the status will be “001”, but the “RSPDESC” xml element will have the specific Payment Processor error code in along with the specific Payment Processor error message.



Refund Messages

· Refund not supported for this payment mode and account.

· Refundable payment does not exist with specific payment id .

· Refund amount must be less than or equal to the remaining amount.  Refund has been cancelled.

· The remaining amount is less than zero.  Refund has been cancelled.

· Payment has been fully refunded.  Refund has been cancelled. 

· This account has not been configured for partial refund.  Refund has been cancelled.

· Refunds have not been enabled for this account. 

· Maximum number of refunds exceeded.

· Maximum refund amount exceeded. 

· Currency amount is invalid. 





		100

		Salt is not set up correctly. 





		101

		Invalid parameter(s).  



General

· Invalid Bank Account Number.  

· Invalid Bank Routing Number.  

· Invalid Bank Account Type. 

· Invalid Credit Card Number. 

· Invalid Credit Card Security Code.

· Invalid Credit Card Expiration Date. 

· Missing Credit Card Expiration Date. 

· Invalid zipcode. 

· TransType is invalid. 

· TransType is missing. 

· Account Number is missing.  

· Payment Amount not a valid amount. 

· Missing Hash or UTC Date-Timestamp is missing/invalid.



Payments

· Payment Date is less than or equal to the current date. 

· Payment Date has been specified, but is invalid.  

· Account is not configured to use Payment Date



Authorization Reversal, Cancellation

· Scheduled or Authorized payment does not exist with this Payment ID. 





		102

		· UTC is not provided or timeout





		103

		· Hash value is not provided





		104

		· Salt is not set up correctly.

· Hash Value is invalid.  





		200

		· Invalid pinless debit card number – BIN validation failed.



		500

		· Unexpected system error
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Appendix B: Sample Code for Credit Card Payment



Below is a sample code in VB.NET to make a credit card payment using the Payment API:



Imports System.Security.Cryptography

Imports System.Net

Imports System.Web

Imports System.Xml                 



Public Function MakePayment( ByVal URL as String, ByVal TransType as String,ByVal Retail as String, _

ByVal RefCode as String, ByVal Amount as String, ByVal CCNumber as String,  ByVal CCExp as String, _

ByVal TrackData as String, ByVal ZipCode as String, ByVal CardCode as String, ByVal AccNo as String, _ 

ByVal PayerName as String, ByVal Utc as String, ByVal Salt ) as String

									  

Dim wc As New WebClient

Dim b As Byte()

Dim results As String

Dim xmlDoc As New XmlDocument

Dim enc As New System.Text.UTF8Encoding()

Dim status As String = ""

Dim sha256 As New SHA256Managed

Dim hashedBytes As Byte()

Dim hashedString As String

Dim paymentID As String 

									  

' Generate String to Hash for CC Payment using Hashing specification

stringToHash = String.Format("{0}{1}{2}{3}{4}{5}{6}{7}{8}{9}{10}{11}{12}", _

TransType, Retail, RefCode, Amount, CCNumber, CCExp, TrackData, ZipCode, CardCode, AccNo, PayerName, Utc, Salt)

		

' Hash string using Security Hashing using SHA256

hashedBytes = New Byte() {stringToHash.Length}

hashedBytes = System.Text.Encoding.UTF8.GetBytes(stringToHash)

hashedBytes = sha256.ComputeHash(hashedBytes)

hashedIDValue = Convert.ToBase64String(hashedBytes)

		

' Compose data to POST for Web Client

postData = String.Format("TransType={0}&Retail={1}&RefCode={2}&Amount={3}&CCNumber={4}&CCExp={5}& _

TrackData={6}&ZipCode={7}&CardCode={8}&AccNo={9}&PayerName={10}&UTC={11}&ID={12}", _

TransType, Retail, RefCode, Amount, CCNumber, CCExp, TrackData, ZipCode, CardCode, AccNo, PayerName, Utc, HttpUtility.UrlEncode(hashedIDValue))

		                 

' Make payment

wc.Headers.Add("Content-Type", "application/x-www-form-urlencoded")     ' Add content type

b = wc.UploadData(URL, "POST", System.Text.Encoding.ASCII.GetBytes(postData)) 



‘ Get results, Load xml 

results = enc.GetString(b)

xmlDoc.LoadXml(results)

		

' Get "status" from Response XML

If Not xmlDoc.GetElementsByTagName("status").Count = 0 Then

  status = xmlDoc.GetElementsByTagName("status").Item(0).InnerText

	If status = "000" then

		'Success - Get "paymentid" from Response XML

		If Not xmlDoc.GetElementsByTagName("paymentid").Count = 0 Then

			paymentID = xmlDoc.GetElementsByTagName("paymentid").Item(0).InnerText

		

End If

	Else

		‘ Payment unsuccessful

		Throw New Exception(“Error making payment”)	

	End If	

Else 

	‘Payment unsuccessful

	Throw New Exception(“Error making payment”)	

End If

		

return paymentID



End Function
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P-Patch Check Processing Instructions (10/23/13 updated)



1. When Check & Application arrive, the front desk date stamps the envelope with “Received Date”.

2. Place checks in a locked drawer until processed.

3. Open envelopes.

4. Clip checks to front of Application and P-Patch Trust (PPT) form, if included.

5. Sort with single checks on top and two checks on bottom.

6. Enter into PP database.



At any time during check processing, place

checks into locked filing drawer whenever you 

leave your desk
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Single Checks 

1 These checks should be payable to the P-Patch Program.

2 Press Alt +P enter check number in Payment Name column.

3 In Payment type column, enter Check, Cash, MO or Refund.

4 “Total Payment Enclosed” on the Application Form is the Plot Fee in the database.

5 If the check amount equals the “Total Amount Enclosed” enter check amount in the Plot Fee column.

6 If the check is for more than the Plot Fee enter the “Total Amount Enclosed” in the Plot Fee column and the additional amount in the Friend of PPatch column.

7 The amount in the Total column should equal the amount of the check.

8 Write the Payment # from the database on the application next to Track # and on the top of the check.

9 Date stamp the application in the upper right corner.

10 Turn check over and stamp with “Deposit only stamp”.



      Two checks

1. Enter each check on a separate line.

2. First Check –see above process for single check:

3. Second Check

a. The second check will be payable to the P-Patch Trust. 

b. Enter check number in Payment Name column.

c. In Payment type column enter Check, Cash, MO or Refund.

d. Enter check amount in the DFPP column.

e. Write the Payment # from the database on the application next to Track # and on the top of the check.

f. Date stamp the application in the upper right corner 

g. Place this check in a separate pile. 



Print Payment Report

1. Enter PP database, press “Print” button.

2. Under Report Name, click Payment.

3. Under Sort Order, click Payment number.

4. Start Date and End Date are usually the same; if you start on one day and finish on the next date, make sure you have circled the dates on the printed report.

5. Press Print at the bottom of screen.

6. Print two copies of the report.

7. Place one copy of the report with the P-Patch Trust checks.

8. Reproduce the report and save it as an electronic file.



Verify the Report to P-Patch Program checks

1. Sort the P-Patch Program checks by Payment #.

2. Sort Applications by Payment #.

3. Agree check number to “Payment Name” per the report.

4. Agree check amount to amount in Total column per the report.

5. Agree “Total Payment Enclosed” per application to amount in the Plot Fee column per the report.

6. When all verification is complete, clip the checks to the Payment Report, make sure checks are in Payment # order and give to Nga Nguyen in Accounting.



Verify the Report to DFPP checks

1. Sort the DFPP checks by Payment #.

2. Agree check number to “Payment Name” per the report.

3. Agree check amount to amount in DFPP column per the report.

4. When verification is complete, put all the DFPP checks in an envelope along with a copy of the Payment Report, place P-Patch Trust address label on the envelope in the proper area and put in the mail. (we need to have address labels, Hand written addresses may be one reason that mail has not reached the Trust)

P-Patch Trust

PO Box 19748 

Seattle, WA 98109



Postcard Mailing

1. After completion, as a receipt for application & check, email/mail a “Welcome Back” postcard.



image1.png

Payment | Received | Paymentname | Payment | Event [ Plot | Friend [ DFPP { Total
# date e Fee | of
PPatch
012 | 12/22/2003 1055 Check [ NoEvent | §5000| $5000] $0.00 $100.00
15316 | 1/19/2002| 2769 Check | NoEven | $4300[ $5200] $0.00] $100.00
18824 | 11/7/2002] 1131 NoEven | $000| $000| $30.00]  $000
14306 | 1/28/2002. NoEven | $000| $000] $1500] $000
13348 | 11/25/2001 2699 NoEvent | $47.00] $5300] $0.00] $100.00
12735 | 10/17/2001 juckins NoEven | $000| $000] $40.00]  $000
11284_| 11/23/2000[ 1075 NoEvent | §37.00] $4000] $0.00] §77.00
9310 | 1271471998 2366 NoEvent | §3500/ §3000] $0.00] 6500
7674 | 3/26/1999 2266 NoEvent | §3500( §2500] $0.00] 6000
5311 | 2/19/199% NoEven | $000| $000] $000]  $000
78 | 231997 NoEvent | §34.00] §3300] $0.00] 67.00
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Sheet1

		Ppatch plot fees Accounting process

		Admin Staff gives the Ppatch payment report spreadsheet with cash and checks to the Acctg Tech11 for deposit

		Acctg Tech11 counts the cash and checks in the presence of the Admin Staff to verify the accuracy of totals received

		Acctg Tech11 prepares Cash Transmittal Voucher (CTV) with the appropriate Summit coding for plot fees and donations

		Sr Finance Analyst reviews the Cash Transmittal voucher and verify the cash and checks  then approve the CTV

		Acctg Tech11 physically deposit the cash and checks with the CTV to Treasury (on 42nd fl)

		Treasury inputs the deposit in STORM* system

		* STORM interfaces with the SUMMIT system.
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This portion of the application form is being used to gather information about the people who use P-Patches.  This information will help evaluate the effectiveness of our Program and to demonstrate its impact on the City. The survey should be filled out by the principal gardener.  All responses will be confidential.  This information will not be used in conjunction with your name, nor will it be used to give preference to anyone applying for a P-Patch plot. YOUR 2013 P-PATCH APPLICATION IS NOT COMPLETE WITHOUT THIS SURVEY.



		1

		What is the name of your P-Patch?



		



		2

		What is your zip code?



		





		3

		How far from home is your P-Patch?



		 less than 1/4 mile     1/4 to 1mile

 1 to 5 miles                over 5 miles



		4

		What are the most common ways you travel to your P-Patch? 

(pick one)



		 Walk        Bike        Get a ride     

 Drive       Bus



		5

		Do you live in a multifamily (i.e. apartment, condo,

townhouse) building?  

		 Yes         No  





		6

		Do you rent or own your place of residence?  

		 rent            own 





		7

		Is there space for a vegetable garden 

at your place of residence?  

		  Yes             No





		8

		What was your gross (pre-tax) annual income for 2012?   



(If you are a member of a group household, 

please indicate your individual income)

		  Less than $18,500      $18,500-24,999

  $25,000-34,999          $35,000-49,999

  $50,000-64,999          $65,000-74,999

  $75,000-99,999          $100,000-149,999

  $100,000-149,999     $200,000 or more 



		9

		For the purpose of question 8, how many people are in your household?

		

______________



		10

		What is your age?

		______________



		11

		What is your gender?

		 Female    Male    Decline to state

 Other (please specify) ____________



		12

		To what ethnic or cultural group do you belong?

(check as many as apply)



		  Caucasian			

  Black or African American 

  American Indian and Alaska Native

  Asian or Asian American

  Native Hawaiian or other Pacific Islander	

  Latino or Hispanic

  Multi-Racial

  Other:



		13

		What is your primary language?

		  Cambodian            Oromo		

  Chinese                  Russian                 

  English                   Somali

  Hmong                   Spanish

  Khmer                    Tigrinya                

  Korean                   Vietnamese             

  Mien                       Other:                                   





		14

		Do you use food banks to supplement 

your household’s food needs?



		  Yes             No



		15

		Are you a new gardener in the P-Patch in 2013?

		  Yes      No



		16

		How many years have you been a P-Patch gardener?



		______________



		17

		What percentage (%) of your plot is planted with:  

		[      ] food crops        [     ] medicinal herbs  

[      ] ornamental flowers and plants  	

[      ] other



		18





19

		Please estimate what percentage of your weekly produce needs are provided from your garden In April to October:



Please estimate what percentage of your weekly produce needs are provided from your garden In November to March:

		 0-5%                6-25%         26-50%    

 51-75%              76-100%



 0-5%                6-25%         26-50%    

 51-75%              76-100%





		20

		How many people in your household eat from the P-Patch?



		__________



		21

		How often do you share/trade things you grow in your garden with friends, neighbors, or other P-Patch gardeners?



		  a few times a week       a few times a month         

  a few times a season   not at all



		23

		How much of your own money have you spent in the last year on P-Patch common areas (e.g. fixing hoses, buying a tool or plants)?



		

$______________________



		24

		How many neighbors of the P-Patch have you met since you started gardening? 



		

_________________



		25

		How does the neighborhood around your P-Patch benefit

 from the P-Patch?



		

____________________________________



		26

		Is there anything about your P-Patch or the P-Patch Program that has made a substantial difference in your life?



		

____________________________________



		27

		What percentage (%) of your P-Patch are things 

that you can’t find in a typical grocery store?

		 0-25%                 26-50%    

 51-75%               76-100%





		28

		Besides the P-Patch, how many community organizations do you participate in (e.g. religious organization, school volunteer committee, sports team, craft club, cultural association, neighborhood improvement group)? 

 

		 none                1 to 3     

 3 to 6               more than 6





		29	

		What is the best way for you to gain gardening skills in a P-Patch?  



Rank 1 (the best) to 6 (not very good at all)

		___ P-Patch sponsored gardening classes

___ From experienced fellow gardeners

___ From materials supplied by P-Patch

___ From other garden classes

___ From my own research

___Other  ____________________________







Thank you for answering this survey, please return with your application!





Created: 12 November 2009
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The City of Seattle

(Enter Name of Department)

CONSULTANT (insert “ROSTER” if applicable) AGREEMENT

Title: (Insert brief descriptive title for the consultant service)



AGREEMENT NUMBER:  Enter Agreement Number







This Agreement is made and entered into by and between the City of Seattle (“the City”), a Washington municipal corporation, through its  (insert name of City department or agency), as represented by the (insert job title or Department head); and (insert legal name and address of Consultant) (“Consultant”), a (insert appropriate type of business:  e.g. partnership, sole proprietorship, limited liability company, corporation) of the State of ___ (insert state in which the corporation is chartered)  and authorized to do business in the State of Washington.

Project Manager: Verify company legal name before you prepare contract.  Companies often use a “doing business” name and you instead want their legal name for your contract. The legal name is verified by the Secretary of State where the company is incorporated.  Print and keep for your contract files:  http://www.coordinatedlegal.com/SecretaryOfState.html.  



Recitals:

Project Manager: RECITALS give background and detail.  This is not required but advisable from Law department due to recent court cases (the Berg Case).  The recitals allow anyone to pick up the contract and understand the intent.  You may use a “WHEREAS” format or plain English.  Write these carefully so they are clear and accurate. Add any WHEREAS you think provides background and explanation; two below are recommended.

Using Roster Consultants:  Consultants selected from the Roster are limited to work within the Roster category they are “Approved” to: http://inweb/consultantrosterinweb/ReportSearch.asp?Rpt=1 

You may solicit only one company that you will consider for a contract; soliciting several consultants may be a better practice for a given situation.

WHEREAS, the purpose of this contract is to INSERT; and

WHEREAS, the Consultant was selected from INSERT (examples:  a selection from the Consultant Roster for Category XX, or …..through an SOQ issued by the City dated XX/XX/XXX, or ……..a Request for Proposal, ……or an Emergency, or ……a Sole Source).



1. TERM OF AGREEMENT.  Please select either Option 1 or Option 2

Departments may choose Option 1 for projects without strict deadlines.  Contracts occasionally terminate before work is done, because the termination date on the contract expires.  The amendment process can be disruptive, untimely and intensive.  The following language eliminates those risks.

OPTION 1 The term of this Agreement begins when fully executed by all parties, and ends when work is completed and accepted by the City, unless amended by written agreement or terminated earlier under termination provisions.



Departments may choose Option 2 for projects with strict deadlines where timing is crucial.  This may include projects for pre-construction services tied to a construction schedule; projects with specific milestones and/or deliverables tied to completion dates; projects with federal or levy funding.  

OPTION 2 The term of this Agreement begins when fully executed by all parties, and ends on INSERT DATE, unless amended by written agreement or terminated earlier under the provisions. 


2. TIME OF BEGINNING AND COMPLETION.

The Consultant shall begin the work outlined in the “Scope of Work” section (the “Work”) upon receipt of written notice to proceed from the City.  The City will acknowledge in writing when the Work is complete.  Time limits established under this Agreement shall not be extended because of delays for which the Consultant is responsible, but may be extended by the City, in writing, for the City’s convenience or conditions beyond the Consultant’s control.



3. SCOPE OF WORK.

Project Manager: the Scope may be written within this Section or as an attachment.  Select an option below and delete the other.  The standard Scope of Work provision below must also be in this Section.



In developing a Scope, there should be a relationship between the Scope in this Section, including work tasks and deliverables, and the PAYMENT section, including dollar amounts, associated fees, charges and reimbursements.



The Scope should be consistent with an independent contractor (department won’t direct or supervise work like that of a City employee (i.e. doesn’t do performance evaluations, hire, terminate, discipline, not in the City Directory, etc.



 If the scope has a Union position within your department that performs this work, notify the Union of your intent to contract. 





Option 1 The Scope of Work of this Agreement and the time scheduled for completion of such work are INSERT



Option 2 The Scope of Work for this Agreement and the time schedule for completion of such work are described in Exhibit XX, which is attached to and made a part of this Agreement.



The Work is be subject to the City’s review and approval.  The Consultant shall confer with the City periodically during the Work progress, and prepare and present information and materials (e.g. detailed outline of completed Work) requested by the City to determine the adequacy of the Work or Consultant’s progress. 



4. PAYMENT.

To the Project Manager: This section should be inserted by your department.  It must include the maximum amount to be paid to the Consultant per the Scope, and benchmarks for when certain progress payments will be paid.  



Roster contracts dollar values are limited to  http://inweb/contracting/bidlimits.htm .



DELETE Section A below, if this agreement is for a lump sum or paid per deliverable.

A. The Consultant will be reimbursed at a rate of INSERT.  Total compensation under this Agreement shall not exceed INSERT unless modified by a written amendment to this Agreement.  The parties agree that the hourly rate includes all direct, indirect, and fixed fees for the project.  

B. This contract is a payment negotiated based on cost, and shall include only those costs allowed under Part 31 of the Federal Acquisition Regulations (FAR), which are incorporated by reference.



Notes to the Project Manager:  Section C is the City travel policy.  Delete, edit or keep.  This should be used if there is travel or other reimbursables, and you don’t have department-specific travel rules.  Ensure every and any federal contract requirement is expressed, if applicable and additional to item B above.  Check for duplication of specifications about these items and delete this working or those within your own documents as you prefer. 



C. If the Agreement specified reimbursables to be compensated by the City, the following limitations apply.  If no travel or direct charges are identified and allowed in the Agreement, the City shall provide no reimbursement.

a. City will reimburse the Consultant the actual cost for expenditures pre-approved by the City in writing and necessary and applicable to the Agreement work, provided that similar project costs in contracts with other clients are accounted for in the same way and costs do not exceed the guidelines below.  Direct charges may include, but are not limited to:  travel, printing, long distance telephone, supplies, computer charges, and fees of subconsultants.

b. The billing for approved direct expenses shall be an itemized listing of charges, supported by copies of original bills, invoices, expenses accounts, subconsultant paid invoices, and other supporting documents.  The original supporting documents must be available to the City for inspection upon request.  All charges must be necessary for the services provided under this Agreement.

c. Airfare pre-approved for reimbursement will be reimbursed at actual cost of the airline ticket.  The City will reimburse for Economy or Coach Fare only.  Receipts are required.

d. Meals pre-approved for reimbursement will be reimbursed at Federal Per Diem daily rate for the city in which work was performed, and do not require receipts or documentation.  The City will not reimburse for alcohol.

e. Lodging pre-approved for reimbursement will be reimbursed at actual cost up to a maximum of the published Runzheimer Cost Index for the city in which work was performed.  Receipts detailing each day/night lodging are required. The City will reimburse at the single occupancy rate. As an alternative, lodging billed at the published Federal Per Diem daily rate for the city in which the work is performed does not require receipts or additional documentation; the invoice must state that lodging is billed at the Federal Per Diem daily rate.

f. Vehicle mileage pre-approved for reimbursement will be reimbursed at the Federal Internal Revenue Standard Business Mileage Rate in effect when the mileage was incurred.

g. Rental car expenses pre-approved for reimbursement will be reimbursed at the actual rental cost.  Rental car receipts are required for all rental car expenses.  The City will only pay for rental of compact vehicles unless three or more persons share one vehicle in which case a mid-sized vehicle rental is acceptable.

h. Miscellaneous travel cost for pre-approved travel, such as parking, gas, taxi, shuttle, tolls, ferry fees, etc., will be reimbursed at actual cost.  Receipts are required for each expense of $10 or more.

i. Other pre-approved miscellaneous business expenses, such as printing or photo development,  will be reimbursed at actual cost.  Receipts are required. 



5. PAYMENT PROCEDURES.

To the Project Manager: This section should be developed and inserted by the department contracting for services.

Payment shall be made by the City to the Consultant upon City’s receipt of an invoice itemizing the number of hours worked and the Work elements performed for the period covered by the invoice.



6. TAXES, FEES AND LICENSES.

A. Consultant shall pay and maintain in current status, all necessary license fees, assessments, permit charges, etc.  It the Consultant’s sole responsibility to monitor and determine changes or the enactment of any subsequent requirements for said fees, assessments, or changes and to immediately comply.

B. Where required by state statute, ordinance or regulation, Consultant shall pay and maintain in current status all taxes necessary for performance.  Consultant shall not charge the City for federal excise taxes.  The City will furnish Consultant an exemption certificate where appropriate.  82.04.500 RCW exempts consultant services from sales tax.

C. As authorized by SMC, the Director of Finance and Administrative Services may withhold payment pending satisfactory resolution of unpaid taxes and fees due the City.



7. ADDRESSES FOR NOTICES AND DELIVERABLE MATERIALS.

Deliver all official notices under this Agreement to:

	If to the City:  INSERT

	If to the Consultant:  INSERT



8. FINAL CONSULTANT CONTRACT PAYMENTS REPORTING REQUIREMENTS.

To the Project Manager: This section may be used y the department, or the department may wish to use its own periodic subconsultant reporting forms, modify the following language to reflect the reporting frequency and form, and attach it to the agreement.

Within 30 calendar days after final payment has been made to the Consultant for the Work, the Consultant shall submit to the City a completed “Final Consultant Contract Payments Reporting Form” in the form attached to this Agreement or as revised by the City.



9. EQUAL BENEFITS.

To the Project Manager: This Section applies to all consultant contracts estimated to cost $44k or more.  This section should be deleted for any contract estimated to cost less than $44k and the word RESERVED typed in place of the Section title above. 

The Consultant shall comply with SMC Ch 20.45 and Equal Benefit Program Rules, which require the Consultant to provide the same or equivalent benefits (“equal benefits”) to domestic partner of employees as the Consultant provides to spouses of employees.  At City request, the Consultant shall provide information and verification of the Consultant’s compliance.  Any violation of this Section is material breach, for which the City may exercise enforcement actions or remedies defined in SMC Chapter 20.45.



10. SOCIAL EQUITY REQUIREMENTS.

A.  Consultant shall not discriminate against any employee or applicant for employment because of race, color, age, sex, marital status, sexual orientation, gender identity, political ideology, creed, religion, ancestry, national origin, or any sensory, mental or physical handicap, unless based upon a bona fide occupational qualification.  The Consultant shall affirmatively try to ensure applicants are employed, and employees are treated during employment, without regard to race, color, age, sex, marital status, sexual orientation, gender identify, political ideology, creed, religion, ancestry, national origin, or any sensory, mental or physical handicap.  Such efforts include, but are not limited to: employment, upgrading, demotion, transfer, recruitment, layoff, termination, rates of pay or other compensation, and training.

B. Consultant shall seek inclusion of woman and minority business for subcontracting.  A woman or minority business is one that self-identifies to be at least 51% owned by a woman and/or minority.  Such firms do not have to be certified by the State of Washington but must be registered in the City Online Business Directory.



To the Project Manager: Select Option 1 or Option 2.  An Inclusion Plan and option 2 is required for contracts estimated at $260,000 or more.  Call Steven Larson (PCSD) at 684-4529 if you have questions.



C. (Option  #1 for contracts LT  $277k) Inclusion responsibilities include using solicitation lists, advertisements in publications directed to minority communities, breaking work to smaller tasks or quantities, making schedule or requirement modifications that assist WMBE businesses to compete, targeted recruitment, mentorships, using consultants or minority community organizations for outreach, and selection strategies such as direct awards.

A. (Option #2  is mandatory for contracts GT $277k)  Inclusion responsibilities are those designated within the WMBE Inclusion Plan submitted with the Consultant Proposal and as agreed upon by the City.  



11. INDEMNIFICATION. 

Note to the Project Manager:  Changes to this provision must have approval from the Law Department (per SMC 20.50.060).  Note that the City attorney will not approve any form of mutual indemnification; that requires a City Council ordinance to authorize any form of mutual indemnification for each specific contract.

The Consultant does release and shall defend, indemnify, and hold the City and its employees and agents harmless from all losses, liabilities, claims (including claims arising under federal, state or local environmental laws), costs (including attorneys’ fees), actions or damages of any sort arising out of the Consultant’s performance of the services contemplated by this Agreement to the extent attributable to the negligent acts or omissions, willful misconduct or breach of this Agreement by the Consultant, its servants, agents and employees.  In furtherance of these obligations, and only regarding the City, its employees and agents, the Consultant waives any immunity it may have or limitation on the amount or type of damages imposed under any industrial insurance, workers compensation, disability, employee benefit or similar laws.  The Consultant acknowledges the foregoing waiver of immunity was mutually negotiated and agrees that the indemnification provided for in this section shall survive any termination or expiration of this Agreement.



12. INSURANCE.

Notes to Project Manager:  The insurance provisions included below are general purpose.  For a consultant agreement, it may be necessary to increase or decrease the coverage’s and requirements.  Departments should evaluate, with the advice of FAS Risk Management, whether the types and amounts of insurance coverage below are appropriate for each contract.  Departments must confer with the Risk Management office to determine the insurance requirements for consultant services that pose a medium or higher risk to the City.  For more detailed descriptions of the Risk Management process for consultant contracts, including insurance documentation requirements, please refer to the Consultant Contracting Guidelines and/or Risk Management Inweb.



|_|	No insurance certification is required.  Consultant will maintain premises and vehicle liability insurance in force with coverage’s and limits of liability generally maintained by similarly situated consultants and workers compensation insurance as required by Washington State statutes.


|_|	Insurance certification required.  See attached “INSURANCE REQUIREMENTS AND TRANSMITTAL FORM.”



13. AUDIT.

Upon request, the Consultant shall permit the City and any other governmental agency involved in the funding of the Work (“Agency”), to inspect and audit all pertinent books and records.  This includes work of the Consultant, any subconsultant, or any other person or entity that performed connected or related Work.  Such books and records shall be made available at any and all times deemed necessary by the Agency, including up to six years after final payment or release of withheld amounts.  Such inspection and audit shall occur in King County, Washington, or other reasonable locations that the Agency selects.  The Consultant shall supply or permit the Agency to copy such books and records.  The Consultant shall ensure that inspection, audit and copying rights of the Agency is a condition of any subcontract, agreement or other arrangement under which any other persons or entity may perform Work under this Agreement. 



14. INDEPENDENT CONSULTANT.

A.  The Consultant is an independent Consultant.  This Agreement does not intend the Consultant to act as a City employee.  The City has neither direct nor immediate control over the Consultant nor the right to control the manner or means by which the Consultant works.  Neither the Consultant nor any Consultant employee shall be an employee of the City.  This Agreement prohibits the Consultant to act as an agent or legal representative of the City.  The Consultant is not granted express or implied rights or authority to assume or create any obligation or responsibility for or in the name of the City, or to bind the City.  The City is not liable for or obligated to pay sick leave, vacation pay, or any other benefit of employment, nor to pay social security or other tax that may arise from employment.  The Consultant shall pay all income and other taxes as due.  The Consultant may perform work for other parties; the City is not the exclusive user of the services that the Consultant provides.

B. If the City needs the Consultant to Work on City premises and/or with City equipment, the City may provide the necessary premises and equipment.  Such premises and equipment are exclusively for the Work and not to be used for any other purpose.

C. If the Consultant works on the City premises using City equipment, the Consultant remains an independent Consultant and does not as a City employee.  The Consultant will notify the City Project Manager if s/he or any other Workers are within 90 days of a consecutive 36-month placement on City property.  If the City determines using City premises or equipment is unnecessary to complete the Work, the Consultant will be required to work from its own office space or in the field.  The City may negotiate a reduction in Consultant fees or charge a rental fee based on the actual costs to the City, for City premises or equipment.



15. KEY PERSONS.

The Consultant shall not transfer or reassign any individual designated in this Agreement as essential to the Work, without the express written consent of the City, which shall not be unreasonably withheld.  If any such individual leaves the Consultant’s employment, the Consultant shall present to the City one or more individuals with greater or equal qualifications as a replacement, subject to the City’s approval, which shall not be unreasonably withheld.  The City’s approval does not release the Consultant from its obligations under this Agreement.



16. ASSIGNMENT AND SUBCONTRACTING.

The Consultant shall not assign or subcontract its obligations under this Agreement without the City’s written consent, which may be granted or withheld in the City’s sole discretion.  Any subcontract made by the Consultant shall incorporate by reference this Agreement, except as otherwise provided.  The Consultant shall ensure that all subconsultants comply with the obligations and requirements of the subcontract.  The City’s consent to any assignment or subcontract does not release the consultant from liability or any obligation within this Agreement, whether before or after City consent, assignment or subcontract.



17. FEDERAL DEBARMENT.

The Consultant shall immediately notify the City of any suspension or debarment or other action that excludes the Consultant or any subconsultant from participation in Federal contracts.  Consultant shall verify all subconsultants intended and/or used by the Consultant for performance of City Work are in good standing and are not debarred, suspended or otherwise ineligible by the Federal Government.  Debarment shall be verified at https://www.epls.gov.   Consultant shall keep proof of such verification within the Consultant records. 



18. CITY ETHICS CODE (SMC 4.16.010 TO .105).

A. Consultant shall promptly notify the City in writing of any person expected to be a Consultant Worker (including any Consultant employee, subconsultant, principal, or owner) and was a former City officer or employee within the past twelve (12) months.

B. Consultant shall ensure compliance with the City Ethics Code by any Consultant Worker when the Work or matter related to the Work is performed by a Consultant Worker who has been a City officer or employee within the past two years.

C. Consultant shall provide written notice to the City of any Consultant worker who shall or is expected to perform, over 1,000 hours of contract work for the city within a rolling 12-month period.  Such hours include those performed for the Consultant and other hours that the worker performed for the City under any other contract.  Such workers are subject to the City Ethics Code, SMC 4.16.  The Consultant shall advise their Consultant Workers.

D. Consultant shall not directly or indirectly offer anything of value (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work or meals) to any City employee, volunteer or official that is intended, or may appear to a reasonable person to be intended, to obtain or give special consideration to the Consultant.  Promotional items worth less than $25 may be distributed by the Consultant to City employees if the Consultant uses the items as routine and standard promotional materials.  Any violation of this provision may cause termination of this Agreement.  Nothing in this Agreement prohibits donations to campaigns for election to City office, so long as the donation is disclosed as required by the election campaign disclosure laws of the City and of the State.



19. NO CONFLICT OF INTEREST.

Consultant confirms that the Consultant or workers have no business interest or a close family relationship with any City officer or employee who was or will be involved in the consultant selection, negotiation, drafting, signing, administration or evaluation of the Consultant’s work.  As used in this Section, the term Consultant includes any worker of the Consultant who was, is, or will be, involved in negotiation, drafting, signing, administration or performance of the Agreement.  The term “close family relationship” refers to:  spouse or domestic partner, any dependent parent, parent-in-law, child, son-in-law, daughter-in-law; or any parent, parent in-law, sibling, uncle, aunt, cousin, niece or nephew residing in the household of a City officer or employee described above.



20. ERRORS AND OMMISSIONS, CORRECTIONS.

Consultant is responsible for professional quality, technical accuracy, and the coordination of all designs, drawings, specifications, and other services furnished by or on the behalf of the Consultant under this Agreement.  Consultant, without additional compensation, shall correct or revise errors or mistakes in designs, drawings, specifications, and/or other consultant services immediately upon notification by the City.  The obligation provided for in this Section regarding acts or omissions resulting from this Agreement survives Agreement termination or expiration.



21. INTELLECTUAL PROPERTY RIGHTS.

A.  Copyrights.  The Consultant shall retain the copyright (including the right of reuse) to all materials and documents prepared by the Consultant for the Work, whether or not the Work is completed.  The Consultant grants to the City a non-exclusive, irrevocable, unlimited, royalty-free license to use copy and distribute every document and all the materials prepared by the Consultant for the City under this Agreement.  If requested by the City, a copy of all drawings, prints, plans, field notes, reports, documents, files, input materials, output materials, the media upon which they are located (including cards, tapes, discs, and other storage facilities), software program or packages (including source code or codes, object codes, upgrades, revisions, modifications, and any related materials and/or any other related documents or materials developed solely for and paid for by the City for the performance of the Work, shall be promptly delivered to the City.

B. Patents:  The Consultant assigns to the City all rights in any invention, improvement, or discovery, with all related information, including but not limited to designs, specifications, data, patent rights and findings developed with the performance of the Agreement or any subcontract.  Notwithstanding the above, the Consultant does not convey to the City, nor does the City obtain, any right to any document or material utilized by the Consultant created or produced separate from the Agreement or was pre-existing material (not already owned by the City), provided that the Consultant has identified in writing such material as pre-existing prior to commencement of the Work.  If pre-existing materials are incorporated in the work, the Consultant grants the City an irrevocable, non-exclusive right and/or license to use, execute, reproduce, display and transfer the pre-existing material, but only as an inseparable part of the work.

C. The City may make and retain copies of such documents for its information and reference with their use on the project.  The Consultant does not represent or warrant that such documents are suitable for reuse by the City or others, on extensions of the project or on any other project.



22. CONFIDENTIALITY.

A.  Consultant understands that any records (including but not limited to bid or proposal submittals, the Agreement, and any other contract materials ) it submits to the City, or that are used by the City even if the Consultant possesses the records, are public records under Washington State law, RCW Chapter 42.56.  The City must promptly disclose public records upon a request to the City, unless a statute exempts them from disclosure.  The Consultant also understands that even if part of a record is exempt from disclosure, the rest of that record must be disclosed.

B. If the City receives a public disclosure request made under RCW Chapter 42.56, the City will not assert an exemption from disclosure for the Consultant.  For materials that the Consultant has properly and marked to be confidential, the City may notify the Consultant of the request and postpone the release of documents for ten business days to allow the Consultant to seek an injunction preventing the release of the documents under RCW 42.546.540.  Any notification by the City to the Consultant is provided as a courtesy and not a City obligation.  Unless the Consultant obtains and serves an injunction upon the City before the close of business on the tenth business day after the notification, the City may release the documents.  It is the Consultant’s discretionary decision whether to sue.

C. To request that material be withheld until receipt of notification of a public disclosure request, the Consultant must identify the materials and citations clearly, following City instructions.  The City will not withhold material for notification if the Consultant marked “confidential” on the document header, footer, stamped on all pages, or offered a generic statement that the entire document is protected.  Only material listed and properly cited to the City will be temporarily withheld until the City provides notification of a public disclosure request.

D. If the Consultant submits no request following the instructions and forms that the City requires for such purpose, the Consultant is deemed to have authorized releasing any and all information submitted to the City.

E. Notwithstanding the above, the Consultant must take no action that would affect the City’s ability to use services under this Agreement, or the Consultant’s obligations under this agreement.

F. The Consultant will fully cooperate with the City in identifying and assembling records that may be in the possession of the Consultant in case of any public disclosure request.

G. The Consultant will possess, or have access to, information (both materials and information provided by the City or prepared for the City.  This information is likewise to be treated by the Consultant as confidential. The Consultant will not permit the duplication or disclosure of such information to any persons (other than its own employee, agent or representative who requires such information for the direct performance of the Consultant obligations), unless such duplication, use or disclosure is authorized in writing by the City.  Such information does not include ideas, concepts, expertise or techniques related to information that, at the time of disclosure, is in the public domain unless the entry of that information into the public domain results from any breach of this Agreement.  Likewise, information does not include that which has been independently developed, already possessed without obligation of confidentiality, or rightfully obtained from a third party without an obligation of confidentiality.



23. DISPUTES.

Any dispute or misunderstanding that may arise under this Agreement, concerning the Consultant’s performance, shall first be through negotiations, if possible, between the Consultant’s Project Manager and the City’s Project Manager.  It shall be referred to the Director and the Consultant’s senior executive(s).  If such officials do not agree upon a decision within a reasonable period of time, either party may decline or discontinue such discussions and may then pursue the legal means to resolve such disputes, including but not limited to alternative dispute resolution processes.  Nothing in this dispute process shall mitigate the rights of the City to terminate the contract.  Notwithstanding all of the above, if the City believes in good faith that some portion of the Work has not been completed satisfactorily, the City may require the Consultant to correct such work prior to the City payment.  The City will provide to the Consultant an explanation of the concern and the remedy that the City expects.  The City may withhold from any payment otherwise due, an amount that the City in good faith finds to be under dispute, or if the Consultant provides no sufficient remedy, the City may retain the amount equal to the cost to the City for otherwise correcting or remedying the work not properly completed.



24. TERMINATION.

A.  For Cause:  The City may terminate the Agreement if the Consultant is in material breach of this Agreement, and such breach has not been corrected to the City’s reasonable satisfaction in a timely manner.

B. For Reasons Beyond Control of Parties:  Either party may terminate this Agreement without recourse by the other where performance is rendered impossible or impracticable for reasons beyond such party’s reasonable control, such as, but not limited to, an act of nature, war or warlike operation, civil commotion, riot, labor dispute including strike, walkout or lockout, except labor disputes involving the Consultant’s own employees, sabotage, or superior governmental regulation or control.

C. For City’s Convenience:  The City may terminate this Agreement without cause and including the City’s convenience, upon written notice to the Consultant.

D. Notice:  Notice of termination under this Section shall be given by the party terminating this Agreement to the other, not fewer than five (5) business days prior to the effective date of termination.

E. Actions upon Termination:  if termination occurs not the fault of the Consultant, the Consultant shall be paid for the services properly performed prior to termination, with any reimbursable expenses then due, but such compensation shall not exceed the maximum compensation to be paid under the Agreement.  The Consultant agrees this payment shall fully and adequately compensate the Consultant and all subconsultants for all profits, costs, expenses, losses, liabilities, damages, taxes and charges of any kind (whether foreseen or unforeseen) attributable to the termination of this Agreement.

F. Upon termination, the Consultant shall provide the City with the most current design documents, contract documents, writings and other products the Consultant has produced to termination, along with copies of all project-related correspondence and similar items.  The City shall have the same rights to use these materials as if termination had not occurred; provided however, that the City shall indemnify and hold the Consultant harmless from any claims, losses, or damages to the extent caused by modifications made by the City to the Consultant’s work product.



25. CONSULTANT PERFORMANCE EVALUATION.

The Consultant’s performance will be evaluated by the City at the conclusion of the contract.  The Evaluation template can be viewed http://www.seattle.gov/contracting/docs/ccPE.doc .



26. DEBARMENT.

Under SMC Chapter 20.70, the Director of Finance and Administrative Services or designee may debar a and prevent a Consultant from contracting or subconsultant with the City for up to five years after determining the Consultant:

a. Received overall performance evaluations of deficient, inadequate, or substandard performance on three or more City contracts;

b. Failed to comply with City ordinances or contract terms, including but not limited to, ordinance or contract terms related to woman and minority business utilization, discrimination, equal benefits, or other state, local or federal non-discrimination laws;

c. Abandoned, surrendered, or failed to complete or to perform work on or for a City contract;

d. Failed to comply with contract provisions, including but not limited to quality of workmanship, timeliness of performance, and safety standards;

e. Submitted false or intentionally misleading documents, reports, invoices, or other statements to the City in connection with a contract;

f. Colluded with another firm to restrain competition;

g. Committed fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a contract for the City or any other government entity;

h. Failed to cooperate in a City debarment investigation. 

The Director or designee may issue an Order of Debarment under the SMC 20.70.050. Rights and remedies of the City under these provisions are besides other rights and remedies provided by law or under the Agreement.



27. INTERLOCAL COOPERATION ACT.

Note to Project Manager:  This Section implements the Council intention to allow Interlocal Agreement sharing of contracts, when the Council amended the SMC in 2005.  That being said, this language below can be removed and RESERVED placed as a title instead.  This is not essential yet is reasonable to include if you anticipate this contract might be of interest for use by the contract entities.



RCW 39.34 allows cooperative agreements between public agencies and other political subdivisions, to share the work or results of work that each agency also has authority to independently perform.  SMC 20.60.100 allows certain non profits to also use these agreements.  If a public agency files or has filed an Intergovernmental Cooperative Purchasing Agreement with the City Purchasing and Contracting Services Division, those agencies may utilize City contracts in lieu of their own selection process, as long as the contract meets the requirements requires of their local and state law. The Consultant may accept or decline such Work.  If the Consultant accepts work from another public agency using the City of Seattle Agreement as the authority, the Consultant shall offer the same prices, terms and conditions.  The City of Seattle accepts no responsibility for the choice of an agency to utilize the City contract, or for payment or performance.



28. EXPANSION FOR NEW WORK.

This Agreement scope may be expanded for new work.  Any expansion for New Work (work not specified within the original Scope of Work Section of this Agreement, and/or not specified in the original RFP as intended work for the Agreement) must comply with all the following limitations and requirements: (a) the New Work is not reasonable to solicit separately; (b) the New Work is for reasonable purpose; (c) the New Work was not reasonably known either the City or Consultant at time of contract or else was mentioned as a possibility in the solicitation (such as future phases of work, or a change in law); (d) the New Work is not significant enough to be reasonably regarded as an independent body of work; (e) the New Work would not have attracted a different field of competition; and (f) the change does not vary the essential identified or main purposes of the Agreement.  The City may make exceptions for immaterial changes, emergency or sole source conditions, or other situations required in City opinion. Certain changes are not New Work subject to these limitations, such as additional phases of Work anticipated at the time of solicitation, time extensions, Work Orders issued on an On-Call contract, and similar.  New Work must be mutually agreed and issued by the City through written Addenda.  New Work performed before an authorizing Amendment may not be eligible for payment.



29. MISCELLANEOUS PROVISIONS.

A.  Amendments:  No modification of this Agreement shall be effective unless in writing and signed by an authorized representative of each of the parties hereto.

B. Binding Agreement:  This Agreement shall not be binding until signed by both parties.  The provisions, covenants and conditions in this Agreement shall bind the parties, their legal heirs, representatives, successors and assigns.

C. [Delete and type in “RESERVED” if not applicable] Americans with Disabilities Act (ADA):  Specific attention by the designer is required in association with the Americans with Disabilities Act (ADA) 42 U.S.C. 12101-12213 and 47 U.S.C. 225 and 611, its requirements, regulations, standards and guidelines, which were updated in 2010 and are effective and mandatory for all State and local government facilities and places of public accommodation for construction projects including alteration of existing facilities, as of March 15, 2012.  The City advises that the requirements for accessibility under the ADA, may contain provisions that differ substantively from accessibility provisions in applicable State and City codes, and if the provisions of the ADA impose a greater or equal protection for the rights of individuals with disabilities or individuals associated with them than the adopted local codes, the ADA prevail unless approval for an exception is obtained by a formal documented process.  Where local codes provide exceptions from accessibility requirements that differ from the ADA Standards; such exceptions may not be permitted for publicly owned facilities subject to Title II requirements unless the same exception exists in the Title II regulations.  It is the responsibility of the designer to determine the code provisions.

D. The Consultant, at no expense to the City, shall comply with all laws of the United States and Washington, the Charter and ordinances of the City of Seattle; and rules, regulations, orders and directives of their administrative agencies and officers.  Without limiting the generality of this paragraph, the Consultant shall comply with the requirements of this Section.

E. This Agreement shall be construed and interpreted under the laws of Washington.  The venue of any action brought shall be in the Superior Court of King County.

F. Remedies Cumulative:  Rights under this Agreement are cumulative and nonexclusive of any other remedy of law or in equity.

G. Captions:  The titles of sections or subsections are for convenience only and do not define or limit the contents.

H. Severability:  If any term or provision is determined by a court of competent jurisdiction to be invalid or unenforceable, the remainder of this Agreement shall not be affected, and each term and provision shall be valid and enforceable to the fullest extent permitted by law.

I. Waiver:  No covenant, term or condition or the breach shall be deemed waived, except by written consent of the party against whom the waiver is claimed, and any waiver of the breach of any covenant, term or condition shall not be deemed a waiver of any preceding or succeeding breach of the same or any other covenant, term of condition.  Neither the acceptance by the City of any performance by the Consultant after the time the same shall have become due nor payment to the Consultant for any portion of the Work shall constitute a waiver by the City of the breach or default of any covenant, term or condition unless otherwise expressly agreed to by the City in writing.

J. Entire Agreement:  This document along with any exhibits and all attachments, and subsequently issued addenda, comprises the entire agreement between the City and the Consultant.  The solicitation (Request for Proposal or Solicitation for Qualifications), Addenda, Consultants Proposal, and Consultants WMBE Inclusion Plan, are each explicitly included as Attachments material to the Agreement.   Where there are conflicts between these documents, the controlling document will first be this Agreement as amended, the WMBE Inclusion Plan as adopted, the Consultant’s Proposal, then the City Solicitation documents.  If conflict occurs between contract documents and applicable laws, codes, ordinances or regulations, the most stringent or legally binding requirement shall govern and be considered a part of this contract to afford the City the maximum benefits.

K. Negotiated Agreement:  The parties acknowledge this is a negotiated agreement, that they have had this Agreement reviewed by their respective legal counsel, and that the terms and conditions of this Agreement are not to be construed against any party on the basis of such party’s draftsmanship.

L. No personal liability:  No officer, agent or authorized employee of the City shall be personally responsible for any liability arising under this Contract, whether expressed or implied, nor for any statement or representation made or in any connection with this Agreement.



IN WITNESS WHEREOF, in consideration of the terms, conditions and covenants contained, or attached and incorporated and made a part, the parties have executed this Agreement by having legally-binding representatives affix their signatures below.



CONSULTANT								CITY OF SEATTLE



By______________________________________		By____________________________

Signature		Date					Signature		Date



________________________________________		_______________________________

Type or Print Name						Type or Print Name





________________________________________		________________________________

Title								Title









City of Seattle Business License Number:

Washington State Unified Business Identifier Number (UBI): 
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Web-based REQUIREMENTS

P-Patch Information System --Web-based Database Application

Requirements



[bookmark: _Toc223761978]Purpose

The purpose of this document is to provide a decision tool for creating an on line database with a web based front end system.

[bookmark: _Toc223761979]

Background

The Department of Neighborhoods uses the P-Patch Information System to track and record information about the City P-Patches.   The system is a repository of information on gardeners, volunteers, plot availability, payments and donations.  It was initially developed for internal use at the Department of Neighborhoods main office.  



Stakeholders:   

Currently the system is a vital tool for the following stakeholders:

· P-Patch Staff (“Staff”).  These are the P-Patch staff members responsible for management of the gardens.  Currently, there are 6 staff persons.   Currently, P-Patch staff have a large administrative role in which they manage the input and accuracy of application data, mailings to gardeners, donation tracking and updates to volunteer and gardener information. 

· Site Leaders (“SL”).   Site Leaders are the volunteers who manage day-to-day operations of the gardens.  There are one or more Site Leaders for each P-Patch garden.  Site leaders are usually gardeners, but they may also be a “person on the interest list” or a “community member” or member of an “affiliated organization.”

· Gardener (“G”).  A gardener has a plot in a P-Patch.  Each gardener is required to contribute volunteer hours to the P-Patch and maintain her plot. A co-gardener may be associated with the plot.  Start date is important.

· Person on the Interest List (“ILP”).  This person is waiting for a P-Patch plot.  She has signed up on the interest list and may way a couple of months to four years.  In the meantime, she can get involved in activities in the P-Patch.

Stakeholders not currently tracked in the existing Access database

· Community Member (“CM”).  A community member might many things:  a neighbor who likes to attend P-Patch events, an organization which does in a P-Patch; an organization or person who has a specific interest in the P-Patch, for example caring for an orchard or bee or compost bins. 

· Affiliated Organization (“AO”). An affiliated organization may play multiple roles in a P-Patch.  Lettuce Link for example, helps organize Giving Gardens which donate to food banks.  Seattle Tilth organizes classes at P-Patches and uses P-Patches for demonstration projects.

· Relationship between stakeholders.  Stakeholders may assume multiple roles.  A gardener may be a site leader and still be on the interest list for another garden.  A person on the Interest List may be a community member and a site leader.  An affiliated organization may take on site leader duties.   

· Unregistered person.  These people log on to the current website to get limited information about P-Patch.  In the new database they will have access to information and volunteer leaders at each P-Patch.  If they want more information, they must register which puts them in Community member status.  









		Relationship of Stakeholders to Elements associated with P-Patch.





		Stakeholder

		Interest List –up to two sites, must reconfirm each year-seattle resident only

		Garden Plot

(plots allowed in one garden only- Seattle Resident only

		Activities

(Stakeholder participate or organize)

		Notices

(about elements) 

		Plot Compliance (vol hours, plot upkeep)

		Involved in one or more P-Patch



		P-Patch Staff (S)

		Administer

		Administer

		yes

		yes

		Administer

		Yes – all



		Site Leader (SL)

		None

		Administer – with permission

		Yes

		yes

		Yes w/ permission

		Maybe



		Gardener (G)

		Yes

		Yes

		Yes

		Yes

		Yes

		No



		Person on Interest List (ILP)

		Yes

		No

		Maybe

		Maybe

		No

		Maybe



		Community

Member

		No

		No

		Maybe

		Maybe

		No

		Maybe



		Affiliated Organization (AO)

		NO

		No

		Maybe

		Maybe

		No

		Maybe



		Unregistered Person (UP)

		No

		No

		No

		No

		No

		No







Need to create payment protocol – see work flow below



The existing system, built on an Access database back-end and a Visual Basic front-end, is limited to use by individuals in the main office. 

[bookmark: _Toc223761980]

[bookmark: _Toc223761981][bookmark: _Toc319497485]Objectives

[bookmark: _Toc223761982]The business objectives to be achieved by replacing the P-Patch Information System are as follows.



· Improve Usability 

The P-Patch Information System is a primary tool used by staff to support management of the gardens.  Currently, remote access is impossible since it requires that the Access database repository be downloaded for each use over the City network.  



By making the application available via a web browser, it would be available both inside and outside the City network.  The access times would be significantly improved, since web browser format would transfer only the information that is necessary based on the request, and the data would be transmitted at the speed of the user’s Internet connection.



Web access will open the system to everyone interested in the P-Patch Program or individual P-Patches.  Any interested party will be able to access real time information about each P-Patch including contact information. 

[bookmark: _Toc223761987]	

· Improve Volunteer Site Leader Support

Gardeners are collectively responsible for all the basic work to keep the P-Patch looking nice.  Volunteer site leaders coordinate the activities necessary to make this happen.  They are currently dependent on reports provided to them by P-Patch staff in the main office.   With remote access to a web-based system, the site leadership group would be able to more effectively manage the garden activities without relying on P-Patch staff time.   Reports currently provided include demographic, plot and garden tasks and skills information that is provided by gardeners in their application form and, in the case of plot assignment, maintained by P-Patch staff. The new system will provide for authorized site leadership to manage plot assignments. 



· [bookmark: _Toc223761988]Enable Gardeners to Update Their Information

Basic information about the gardeners is required for management of the program.  Currently, any changes to information for the gardeners require P-Patch staff time to manually update it.  With remote access to a web-based system, the gardeners would be able to maintain their own records in the system, saving P-Patch staff time.



· [bookmark: _Toc223761990][bookmark: _Toc223761989]Reports and Queries

The current system includes a standard set of reports used to manage the P-Patch Program.  However, there is a frequent need for additional information which requires P-Patch staff to create adhoc queries in the Access database.  This is labor-intensive, and puts the integrity of the data at risk.  The mechanism for creating queries requires staff to go directly into the Access database, without any filters to protect the data from simple human error. 



The replacement system should include standard reports and a parameter driven adhoc reporting tool, Maximum flexibility is needed for P-Patch staff and site leaders to access information. 



· Provide Online Garden Maps and P-Patch Garden Data

The management of each garden requires a garden map, showing the plots and gardeners for each one.  These are currently kept manually in an Excel spreadsheet.  Connecting the garden maps to the database and adding an online view would be valuable to site leaders managing the site.  This map does not need to be tied into an GIS mapping system, although that would be a nice addition. 



Garden Data about each P-Patch’s infrastructure and amenities site is needed for both site leaders as well as staff.  Site leaders must keep track of tools and other materials used at the site as well as infrastructure replacement needs or capital improvement projects, as well as requests for new materials.  P-Patch staff must maintain information about the physical and ownership aspects of the site, including features & equipment available to the public, lease information, compliance records, etc.   Currently this data is not included in the P-Patch Information System.  Adding it to the database would make it more productive for volunteers to manage the garden, and would save P-Patch staff valuable time in preparing reports necessary to demonstrate the value of the program. 



· Collect Demographic Information

In addition to standard renewal information, a demographic survey is sent to gardeners every two to three years.  The demographic data is currently stored separately from the P-Patch database, making it a manual effort to collect and update the demographic data.  The ability to include demographic data in the P-Patch system, and automatically link the requests for updates to the renewal process, would be more manageable and save staff time.  



Workflow Summary

The workflow that is to be accommodated by this system is summarized in this section, and mirrors current practice.  The steps in the workflow should be reviewed and updated as necessary.

[bookmark: _Toc223761993]

Workflow Outline – Online Interest List Application Process

The following is an overview of the steps in the online application and renewal process.  

· Prospective gardener fills out Interest list application online.

· A contact record is automatically stored in the system, with basic contact information, the date of application (“Interest list date”), and up to 2 gardens that the prospective gardener is interested in. 

· Prospective gardener receives confirmation and had opportunity to change password.

· Prospective gardeners may wish to volunteer in one of their two gardens or receive information about activities there. 

· If prospective gardener is not assigned a plot, they will receive a prompt late in the year asking them to confirm that they want to stay on the Interest List. 



Workflow Outline – Online Application Process

· Garden spot becomes available in one of the requested gardens.

· Prospective gardener with oldest Interest list date is notified via email.

· If gardener chooses to apply for the spot, he/she fills out an application online.

· Application is reviewed and approved by P-Patch staff.  If financial assistance is requested, P-Patch staff assigns the assistance amount.

· Gardener receives an email with the application approval and instructions for payment.

· Gardener pays online, or follows instructions to pay by mail.  Online payment function includes a link to the P-Patch Trust in case gardener wishes to make a donation.

· Once payment is confirmed, contact record is updated with additional information from the application.

· Gardener is listed in the system as assigned to the plot. 



Workflow Outline – Payments-Online and Manual

· Online

· Payment is made by stakeholder (usually a gardeners, but others may make payments as well) through database link to City Vendor KUBRA. Before leaving database, payor clicks payment type (plot fee, other).  Payments are deposited at City’s Bank.  The bank makes a report to City’s Treasury office which goes into STORM, the City’s cash currency system.  STORM creates a report in City’s budgeting system, SUMMIT.  

· P-Patch database needs to be able to be able to draw SUMMIT information back into online database so that staff can confirm payment and have a record. 

· Manual 

· Payment received via check by P-Patch staff.  Staff creates Payment record in database; information includes: payment type, payment amount, date, auto-created payment number, portion donated to P-Patch Trust.

· Payment records sync with amount of plot fee so that staff know if payment is complete or whether payee is asking for plot fee assistance.  Check box for assistance amount and balance on plot fee outstanding

[bookmark: _Toc223761994]



Workflow Outline – Renewal Application Process

· At the end of the gardening season, gardeners receive notice to update records and ensure compliance with rules (completion of volunteer hours and preparation of plot for winter). 

· An automated renewal notice email is generated for all gardeners who are up for renewal.  Staff administrator approves the email and sends it.  Email includes instructions for updating online, or updating with a reply email.

· Additional reminders may be sent when gardeners do not reply (details and timing to be defined further).

· Gardeners update their record with:

· Contact information changes,

· Request for same or different plot or garden, 

· Request to drop from program. 

· Gardeners requesting to continue in same plot are prompted to make payment online. 

· P-Patch staff review the update and makes changes as necessary.  Gardener records are updated in the system.  

· Gardener sends renewal payment online or by mail.  

· Payment is allocated to garden payment portion and based on gardener choices on the renewal application. 

· Confirmation page returned to gardener for payment received.  



NOTE:  The existing process for sending paper applications through the mail, and accepting checks for payment, must remain in place for those applicants who do not use computers for this purpose.



Current P-Patch Information System – Application and Interest List process

The current application and payment process requires staff to manually update the P-Patch Information System with gardener application information and payments. The current “online” Interest List application generates a document which is emailed to administrative staff in the main office. Staff adds the applicant to the P-Patch database Interest list by manually transcribing the information on the form into the P-Patch Information System user interface. 



Key activities in the schedule currently are:

· October: send out Interest List confirmation email or letter

· November – January: prepare Renewal Application packets, prepare Garden plans

· February: Receive and process payments, update the database, send out receipt postcards, send donations received to P-Patch Trust

· March to June:  conduct garden gatherings.

· [bookmark: _Toc223762002]Volumes--As of April 2013, the following volumes apply to the current system.

· 2790 total gardeners; approximately 500 of these do not have email addresses associated with them (will likely continue using manual application and update processes).

· Approximately 25% of the garden plots turn over to a new gardener each year. 

· 1,344 individuals on the Interest List for one or more (up to 2) gardens (12/31/12).

· 70% of gardeners are below the median income.

· 140 ACCESS queries and 40 reports – the majority of these are variations on a theme, and many are not in use.  This can be significantly streamlined by setting up several queries with a set of filters that allow the user maximum flexibility in querying the data.  

· 75 – 150 checks per day are currently received during peak renewal period (February).  These are manually processed and sent to Accounting within 48 hours.

· Manually processing each application and check takes 10 – 15 minutes.



[bookmark: _Toc223761991]REQUIREMENTS RATINGS

		PRIORITY  

1=Must have and cannot do without

2=Needed to improve system

3=Nice to have

REQ/OPT  --data is either required or optional field

PERMISSION LEVEL

· P-Patch Staff (Staff) have access and can originate all information

· Site Leaders (SL) have permissions given by P-Patch staff

· Gardeners/ Persons on Interest List (ILP), Community Members (CM), and Affilliated Organizations (AO) have access to personal information only. Note that each of these may also be a Site Leader. 

· Unregistered persons (UP) may view garden maps, contact information for each P-Patch. 







REQUIREMENTS

		INTEREST LIST MANAGEMENT – Data Requirements Getting on the interest list is the way that most people first register with the P-Patch program.

· Permission level: In general, Staff and permitted SL will have access to information below unless otherwise indicated. 

		Permission Level-

A=originate, edit

B=permission given to orig/change

C=View only

N=None



		PRIORITY

		

		S

		SL

		G

		ILP

		CM

		AO

		UP



		1

		Last Name -REQ

		A

		B

		A

		A

		A

		A

		N



		1

		First Name-REQ

		A

		B

		A

		A

		A

		A

		N



		1

		Street Address-REQ

		A

		B

		A

		A

		A

		A

		N



		1

		Unit /Apartment Number 

		A

		B

		A

		A

		A

		A

		N



		1

		Zip Code-REQ

		A

		B

		A

		A

		A

		A

		N



		1

		Primary Phone (include area code)

		A

		B

		A

		A

		A

		A

		N



		1

		Alternate Phone # (include area code)

		A

		B

		A

		A

		A

		A

		N



		1

		Email  

		A

		B

		A

		A

		A

		A

		N



		1

		Second E-mail

		A

		B

		A

		A

		A

		A

		N



		1

		Accessible Bed required   

		A

		B

		A

		A

		A

		A

		N



		1

		Unique Client  Id (assigned as control) –REQ 

		N

		N

		N

		N

		N

		N

		N



		1

		Date of request/ Ability to modify date

· Separate start dates for each site

· Permission level: Only staff can modify dates

		A

		B

		N

		N

		N

		N

		N



		1

		Select up to 2 p-patch (drop down menu based on zip code) -REQ

		A

		B

		A

		A

		N

		N

		N



		1

		Confirmation code –REQ –AUTO ASSIGN

		N

		N

		N

		N

		N

		N

		N



		1

		How did you hear about P-Patch? Drop down box with comments

		A

		B

		N

		N

		N

		N

		N



		1

		Employer

		A

		B

		A

		A

		A

		A

		N



		1

		Language:

I have limited English language ability. Here is the name and phone number of a family member or friend that I trust to help me by being the primary contact with the P-Patch Program:  

		A

		B

		A

		A

		A

		A

		N



		1

		Limited English Contact Phone number

		A

		B

		A

		A

		A

		A

		N



		1

		Limited English Contact e-mail

		A

		B

		A

		A

		A

		A

		N



		1

		Preferred Language of Communication  (My native language is: ___Amharic ___Chinese, Mandarin  ____Chinese, Cantonese ___English  ___Khmer ___Khmu  ___ Korean  ___Lao ___Mien ___Oromo  ___Russian ___Spanish ___  Somali   ___Vietnamese  ___Tigrinya  __Other______________________

		A

		B

		A

		A

		A

		A

		N



		1

		Please check whether you or a group you are affiliated with is eligible for priority placement.  P-Patches assist populations underserved by the program. In 2013, these include groups that serve youth up to age 24, people who need to garden in an assessable raised bed and groups that serve seniors.   Have drop down box for people to check if the priority status applies.  (Ability to change.)



		A

		B

		A

		A

		A

		A

		N



		1

		Demographic Information:  The following is important for some reporting, e.g. for Seattle Housing Authority  

· Race/Ethnicity  (allow for multi)and drop down menu

· Year of Birth

· Raised height bed required     

· Gender   

· Family Size     

· Recent immigrant or refugee

· Monthly gross Income

· Children’s year of birth

Permission Level: Staff and SL permitted by staff can view only the information without names attached. 

*Staff and permitted site leaders can enter information, but once entered, they will only be able to view information not the names

**Gardener and others can view own information (A), but only (C) compiled data for their P-Patch or for the Program

		A*

		B*

		A

**

C

		A

**

C

		A

**

C

		A

**

C

		C



		1

		Volunteer Hour recording – for new sites, volunteer hours are the basis of plot assignment.  Having the ability of people on Interest List or anyone for that matter to track volunteer hours would be important for plot assignment

· Permission level: Staff, SL 

		A

		B

		A

		A

		A

		A

		N



		1

		Ability to receive information about an individual garden or the whole program

		A

		B

		A

		A

		A

		A

		N







		Interest List Functional Requirements

Currently, on an annual basis, the P-Patch staff sends mailings to Interest-listed individuals to determine continued interest and residency requirements before starting the Interest list renewal process.  

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Ability to apply on line—link to map and click on two sites



		1

		Ability for staff to hand enter mailed requests



		1

		Ability to automatically reject a  request from those without a Seattle Mailing address



		1

		Ability to automatically acknowledge Interest list placement and return confirmation code reply will include information on alternative gardening information, this could be site specific, eg food bank gardening. Confirmation could require a reply from the requestor to ensure that they have received the confirmation.



		1

		Ability to automatically query Interest list individuals continued interest every 6 months yes/no  (ISSUE, what to do with invalid e-mail address)



		1

		Ability to automatically remove names from list that answer query “no”



		1

		Ability to automatically announce you will be dropped if no answer is received for 2 cycles.



		1

		Ability to automatically confirm deletion request 



		1

		Automatically delete name from the list when a plot is assigned.



		1

		Ability to generate an email to next person on the Interest List for a garden when triggered by site leadership/staff that a plot is available in the garden of choice. Will include instructions for submitting online application.   



		1

		Ability to support a manual process for those with out internet access or changes in e-mail address.



		1

		Volunteer Hour recording and reordering new site Interest List– for new sites, volunteer hours are the basis of plot assignment.  People on interest list or anyone should be able to record volunteer hours and list should reflect showing rank of volunteer hours. 







		Interest List Reporting

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Quarterly Report showing individuals in sequence of next eligibility for a garden spot in each garden.  Report will be available to site leadership/staff.

Also reporting by priority 



		1

		Report showing Interest list numbers before and after the purge: query by year, by garden, zip code, city etc. 



		1

		Quarterly Interest list summarizing by #1 garden choice only: total number on list,  Interest time in months  of last gardener placed



		1

		Report showing Number of people deleted from Interest list – query by year, garden, zip code, whole city etc.  



		1

		Volunteer Hour recording and reordering new site Interest List– for new sites, volunteer hours are the basis of plot assignment.  People on interest list or anyone should be able to record volunteer hours and list should reflect showing rank of volunteer hours.







		New Gardener Application - This happens when a person on Interest list is assigned a P-Patch plot.

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions related to this section including plot fee collection.



		1

		Non-gardener (either a volunteer or someone on interest list) participating in P-Patch; need ability to register them with the P-Patch for contact and volunteering purposes. 



		1

		Date  garden space is offered



		1

		Garden or P-Patch or P-Patch Site name



		1

		Plot number assignment (alpha/numeric) at each site (see Garden data for plot size information) (See additional staff comment below.  Functionality – need to be able to query)



		1

		Remove any additional sites on Interest List.  When new gardener is offered a plot, they may still be on Interest List for an alternate site. They should get a question of whether they want to remain on the Interest List for other site, if “no” then remove. 



		1

		Plot Size in square feet (See Garden data for plot size information)



		1

		Notes section as in current database.  This could be achieved in other ways, e.g. a blog type entry that is assigned a date at each entry. 



		1

		Plot fees $  --Current Fees:  

Plot Fee Calculation  (auto-calculation best): (plot size in square foot would be in garden data) 

PROGRAM FEES

Application fee	$___25.00

$12.00 for each 100 square feet assigned	$___calculation

Alternative program prices 	_________

Accessible raised beds ($10.00 	________ 

Collective gardens ($10.00)__	________ 

Less plot fee assistance

Ability to manually change any of the above information 

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions related to plot fee collection—this information is confidential and most SLs will not have access to it.  



		1

		Plot fee Assistance request $ amount



		1

		P-Patch Trust Link (opportunity for donation)  (Note see also “*” in this section.  Online payment will not need Trust information, because applicants will go directly to Trust website; manual payment and data entry will need ability to enter data about Trust donation.)



		1

		Date payment received



		1

		Refund requested, date, and date of processing refund



		1

		 (applies only to gardeners)  Add check box, “I have read the rules and code of conduct and agree to abide by them” or some such language. (need ability to change language.)



		1

		 Date box checked



		1

		 Date Submitted



		1

		Collect Date Plot Application is completed



		1

		Volunteer interest pull down list (see volunteer interest list data requirement)  (Ability to search alphabetically and  by key word.)



		1

		Skills Pull down list (see skills list data requirement) Add in skill list. Ability to search alphabetically and  by key word    



		2

		Leadership roles drop down box (e.g compost coordinator, site leader, tool shed organizer etc.).



		3

		Other drop down box—ability to add and track other information, e.g. gardening classes taken, organizations to which gardeners belong.  



		3

		How do you want to receive notices –email, other electronic formats, phone or mail, or text.  (Staff comment—we would like to explore with the consultant the options around how Contacts/ Registrants/ Clients/ Gardeners receive notice.  Whatever system chosen should require no maintenance by database managers/ staff / site leaders. 



		3

		City-wide List serve listing or unlisting.  Requires action if gardener does not want to be included in list serve.  Functionality requirement – Automation of this function to get on or get off would be great.



		3

		Have you participated in and P-Patch Program events? (Drop down box, able to clear each year) 



		1

		Process for new gardeners without internet access will involve site leadership/staff/volunteer entering data for gardener/co gardener., printing  invoice / hand entering payment upon receipt



		1

		Print receipt  upon request



		1

		Print invoice for payment option for users who choose not to make payment online include mail to information



		1

		Generate and send gardener confirmation receipt page showing garden plot information, payment received, financial assistance awarded, P-Patch staff contact information This page must have an option to Print.



		1

		Print  for gardeners not using on-line payment a confirmation receipt page showing garden plot information, payment received, financial assistance awarded, P-Patch Trust donation amount received, Trust EIN (note for P-Patch Trust donation, we will need ability to collect, document and print reports for Trust donations*), P-Patch staff contact information to be mailed



		1

		Generate and  send co gardener a confirmation of plot information



		1

		Print for  co gardener a confirmation of plot information



		1

		Ability to notify site leadership/staff  completion of  renewal



		1

		Ability to generate a second renewal reminder email for gardeners who have not renewed following the first reminder email.  



		1

		Ability for gardeners to view all data related to their individual account.  Ability to modify contact information



		1

		Once renewal information is updated, applicant will complete application by checking a box indicating that they have read the rules.  They cannot finish until box is checked.



		1

		Once someone’s e-mail address changes, automatically send a message to the list serv manager(s) so they can update new e-mails into existing list serves.



		1

		Need a protocol/ function to use when, like now, a single check comes in that includes a donation to the Trust and a plot fee payment.







		Co-Gardeners Information data collection 

Functionality requirement:  when in the primary gardener form there should be option to click and bring up co-gardener form or text box of information.

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Date became a co-gardener (they may still have other status e.g. on the Interest list) -REQ



		1

		Last Name-REQ



		1

		First Name-REQ



		1

		Street Address-REQ



		1

		Unit /Apartment Number 



		1

		Zip Code-REQ



		1

		City/ State-REQ



		1

		Daytime phone  (include area code)



		1

		Evening phone (include area code



		1

		Email



		1

		Second E-mail



		1

		Unique Client Id (assigned as control)



		1

		Garden or P-Patch or P-Patch Site name



		1

		Volunteer interest pull down list (see volunteer task list data requirement)      



		1

		Language:

I have limited English language ability. Here is the name and phone number of a family member or friend that I trust to help me by being the primary contact with the P-Patch Program:  



		1

		Limited English Contact Phone number



		1

		Limited English Contact e-mail





		1

		Preferred Language of Communication  (My native language is: ___Amharic ___Chinese (Mandarin) ____ Chinese (Cantonese) ___English  ___Khmer ___Khmu  ___ Korean  ___Lao ___Mien ___Oromo  ___Russian ___Spanish ___  Somali   ___Vietnamese  ___Tigrinya  __Other______________________



		1

		How do you want to receive notices –email, other electronic formats, phone or mail



		1

		The following is information that helps in plot assignment and in the case of SHA is important for reporting

· Race/Ethnicity  (allow for multi) and drop down menu

· Year of Birth

· Raised height bed required     

· Gender   

· Family Size     

· Immigrant or refugee

· Monthly gross Income

· Children’s year of birth

Permission Level: Staff and SL permitted by staff can view only the information without names attached.







		New Gardener Application reporting requirements

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Generate a standard  a detailed report upon request by site leadership/staff t for new gardeners and co gardeners by garden  (name, plot, start date, priority status)



		1

		Generate a summary report of total new gardeners by garden and  total the number of new gardeners to the program



		1

		Generate a summary report of total new co gardeners and  total the number of new gardeners to the program



		1

		There will be many reports that we will want, not all of which we can imagine at this point.  A couple of others include incomplete payments report, production of Labels, by garden, by individual, by multiple other criteria.









		Gardener Plot Monitoring functional requirements (New: not in current DB)

Authorized site leaders/staff /volunteer will enter data, generate reports, print non compliance issues and provide status on issue and winterization.  For gardeners without internet access reports need to be mailed.

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Gardener records volunteer hours and activity throughout the gardening Season (November 1 to Oct 31) 



		1

		Site Leadership/staff  records hours for Gardeners without Internet capabilities



		1

		Gardeners sent an auto generated report of volunteer hour status on semi-annual basis (report is initiated by staff/ site leader)



		2

		Generate documentation of gardening issues 



		2

		Issue Category, open drop down box  to select category (more than one issue can be selected for each  transgression

· Failure to actively garden

· Weedy plot

· Pathway maintaining

· Expansion  beyond Plot

· Un authorized structure

· Shading Neighbors Garden

· Organic methods are not being followed

· Inconsiderate Gardener

· Code of Conduct Violation

· Other



		3

		Attach  photo if available



		2

		Establish follow up deadline



		3

		Generate “Issue Form “and Send e-mail Notice of Issue with Form attached.	

· Subject line issue(s) Category 

· Date of Notice automate

· Follow up Deadline auto-default two weeks, but have ability to change

· Photo attachment

· Reply to name of generator 

(Ability to generate post card or letter  with the same information (note post card will not have photo), but the photo will be in the gardeners contact file and could be printed and mailed if  requested or required. )



		2

		Gardeners should be able to open the form they receive and indicate they have complied and then have the form auto returned to their contact file



		2

		Track Each Transaction

· Date of notice automate

· Follow up Deadline auto-default two weeks, but have ability to change

· Date complied

· Date compliance noted by staff/ site leader



		2

		Site Leadership/Staff will verify compliance.  If not go to 2nd notice



		2



















2

		Failure to comply -- 2nd notice

· Generator generates 2nd notice

· Subject Line Transaction Category Failure to Comply

· Date of Notice

· New Follow up Deadline

· Indicate this is the final notice

· Generate Transaction for and send e-mail as above

· Include choice to drop from program and a and comment box 

· Track transaction as above

Generate post card with the same information (note post card will not have photo), but the photo will be in the gardeners contact file and could be printed and mailed if requested or required.



		1

		Site Leadership/Staff validate issue is resolved  (date stamp) if not go to failure to comply



		1

		Failure to comply --3rd notice

· Subject line:  Dropped from the program

· RE “Issue Category”

· Date of dropped from the program

· Deadline to remove personal property and plants

· Add text box.



		1

		Ability to create report to track volunteer hours and compliance  issues by gardener, by P-Patch, by whole program



		1

		Site Leadership/Staff validate issue is resolved  (date stamp)



		1

		Transactions are tracked by gardener by year (made part of contact record)



		1

		Ability to share issue transaction form and data with garden site leadership team  or  P-Patch staff. 





		1

		Winterization: In October gardeners are sent e-mail requesting they verify their gardens are ready for winter.  Include list of acceptable winter preparation eg. Over wintering crops, cover crop, mulch.



		1

		Site leadership/staff assess if winterization completed yes or no  (by October 1st)







		Gardener Renewal functional requirements

(Note: except for items below, Renewal application is the same as New Gardener Application above.

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Generate Year End Compliance Documentation for each gardener

· Volunteer Hours Completed

· Winterization completed 

· No outstanding issues  



		1

		Upon request from  Site Leadership/staff, system will auto generate renewal e-mail  to all or selected gardeners and co gardeners  



		1

		NO  - Gardener relinquish plot and move into a non-gardener account—option to go back to Interest list, see other options above with the new gardener application.   



		2

		For those relinquishing plot, provide drop down box for people to choose why they are leaving and make comment.  



		1

		YES - Gardener wants to renew -- system will generate renewal application for gardeners with e-mail address. 



Site leadership/staff/volunteer will generate report with all information required for renewal to present to the gardener without internet access.  



		1

		Gardener validates Personal Contact Information. Name/ address/ telephone / email)



		1

		Co-Gardener validates co gardener information







		Gardener Application Renewal reporting requirements—ability to draw following information from DB



		2

		Number of gardeners leaving garden by garden and reason



		2

		Annual Turnover percentage by garden (calculation)



		2

		Total annual turnover percentage for program (Calculation)



		2

		Add somewhere – Number of people leaving and getting on Interest/ interest list







		Change in Plot/ Garden Assignment Functional Requirements

Gardeners can request a change in plot assignment (move to different plot or request a change in gardens).

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		2

		GARDENERS: Gardener submits request to change plot assignment or garden. (on line) and auto generate electronic notification to P-Patch Staff/ Site leadership.  Request will include reason for request.  



		1

		P-Patch Staff/ Site leadership team approves change in plot/garden assignment if available



		1

		P-Patch Staff/ Site leadership updates plot assignment and gardener’s record prior to renewal



		1

		Garden Renewal application is processed.



		2

		Ability to track peoples’ requests to move plots within the same garden



		2

		Co gardeners can request to have a plot of their own







		Managing Database plots functional requirements – Gardeners are assigned to P-Patches and to plots.

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		P-Patches have descriptive information attached to them –name and number of plots—Staff need ability to add as new P-Patches come on line and change



		1

		Garden plots have descriptive information attached to them--numbering, size, description,-need ability to modify, merge and delete 







		Site Leadership Support  Functional Requirements: 

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Ability for Site Leaders to view all plot data (type, size, etc.), garden map, garden data and limited gardener information (names, emails, addresses, volunteer hours, compliance and plot monitoring issues) for the garden they coordinate.



		1

		Ability to update selected garden data elements (e.g., tool needs, infrastructure, replacement schedule—see below) for the garden they coordinate.



		1

		Ability to produce on line emails that merge selected data fields for their site



		1

		Ability to create access or provide links to other websites or on line documents with important information such as:  plot monitoring procedures, plot assignment guidelines, special programs and projects 







		[bookmark: _Toc223761992]Volunteer Interest List – Functional Requirements

P-patch gardeners or people on the P-Patch Interest list can sign up for various tasks on the Volunteer Interest List –Note that DB needs the capability is have this kind of list, but the list items are ever-changing. Also each garden should have a set of numbers for tasks unique to it. 

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		1

		Ability to input new and change existing task codes



		3

		Ability to set up unique task codes for each P-Patch.



		1

		Need to be able to search task code by word (ie enter "food", then any task code that has "Food" in it will display)



		1

		Need to limit the ability to delete/change task code (once a master task codes/categories is developed).  For example, when task code and number is changed, the task code number that was entered in the previous year is off. 



		1

		Ability to write over data and require gardener to enter new information each year. 



		3

		Interactive database where site leaders and staff are able to post volunteer request directly and distribute it in real time, and people could sign up directly, staff/site leader can accept it, and sign off actual hour work directly, and that the database is able to track/collect all the steps throughout the process. Everything is transparent.   







		Volunteer Interest List data –these are current task which staff will revise



		Work in Your P-Patch 

Leadership 

1. Interested in learning about being part of the site leadership team. 

2. Block Leader (Picardo, Interbay, Magnuson and University District only) 

3. Lead a work party 

4. Coordinate composting 

5. Coordinate communal beds 

6. Coordinate food giving 

7. Coordinate youth gardening 

8. Coordinate garden maintenance projects 



Site Maintenance 

9. Will attend work parties on Weekends 

10. Weekdays 

11. Weeknights 

12. Work at composting 

13. Weed communal beds 

14. Prune and care for trees 

15. Assist with Food Giving Gardening 

16. Prepare plots for others 

17. Compile Volunteer Hours at my P-Patch 

18. Take weeds home for clean green pickup 

19. I have a truck to haul stuff 

20. Help with a children’s garden 

21. Repair gas-powered equipment 

22. Operate gas-powered equipment 

23. Repair and Maintain hand tools 

24. Coordinate water repairs & conservation 

25. Lend my tools 

26. I have construction skills 

27. I am a Formal Master Gardener 

28. I am a Formal Master Composter 

29. Call or email gardeners at my site 



Site Maintenance 

30. Photograph site/ gardeners 

31. Social Butterfly: Organize a potluck or group event for my site. 

32. Mentor new gardeners 

33. Outreach to my P-Patch neighborhood 

34. Lead a tour of our p-patch 

35. Prepare newsletter for my site 

37. Develop history scrapbook for my site 



		Special Events 

90. Event Planning (Harvest Banquet, Flower Show Booth) 

91. Caterer/ Chef 

92. Set up and/or clean up 

93. Bake or cook 

94. Make floral arrangements/pick up flowers from my P-Patch 

95. Perform music or other entertainment (please specify) 

96. Interested in helping plan a great harvest banquet. 



P-Patch Trust 

40. Represent my site at quarterly committee meetings 

41. Create educational materials 

50. Records Management 

51. Fiscal Management 

52. Non-profit Program Management 

53. Market research 

60. Solicit Newsletter sponsorships 

61. Develop grant applications 

62. Develop Fundraising Campaigns 

63. Volunteer for fundraising events (Chief in the Garden, etc) 

70. Advocate for community gardens 

71. Research new P-Patches and possible acquisitions 

72. Grassroots Outreach 

73. Help in the design, planning and construction of new sites 

80. Interested in Food Justice issues

80. Outreach to under-served Communities

81. Contribute to creation of P-Patch Post (writers, photographers, editors wanted)

82. PPT - Media Relations 

83. PPT -  Event Marketing

84. PPT – Organizational Development

Administrative Support

113. Help at downtown P-Patch office (weekdays only)

114. Computer data entry (in office or sometimes at home)

115. Provide excel, access/visual basic database programming

116. Computer programming

Graphic Arts

119. Create illustrations

120. Provide desktop publishing

121. PowerPoint presentations

122. Do newsletter layout (PageMaker, Mac or PC, please specify)

123. Create signs

124. Design display materials (booth, posters)





		Professional Expertise ( IN database we have more detail, for example 153 – 163 are various building trades

132.	Architect

133.	Artist

142.	Translation/Interpretation Specify Language___________________

153.	Building Trade Specify Trade________________________

164.	Cartographer 

165.	Construction drawings

166.	Editor

167.	Environmental Sciences: Specify What_________________

173.	Event Planner

174.	Food Preparation

179.	Fundraising 

183.	Horticulture 

195.	Information Systems 

203.	Insurance agent

216.	Land Use Planner



		217.	Law--please specify

225.	Librarian

226.	Marketing

227.	Medical

239.	Photographer

240.	Project Manager

241.	Public relations

242.	Publishing and/or printing

243.	Real Estate

248.	Retail

249.	Seattle Parks Employee: Please specify job

250.	Secretary

251.	Teacher -- please specify

253.	Videographer

254.	Volunteer manager

255.      Writer 







 

		Administrative Reporting Requirements 

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		 1

		Search function:  ability to search on any of the following fields for all gardeners and prospective gardeners in the database, and return records that match, showing data for all of these fields:

· Last Name

· First Name

· Street Number and Street

· Apartment Number

· Phone, primary or secondary

· Email, primary or secondary



		3

		Automatic assignment to community reporting area (based on Street address)



		 1

		Bad email bounce back feature



		 1

		Ability to select a record from those returned in the search, and see all data for that contact in the Contact form 



		 1

		Gardener Plot List:  Ability to view a list of all gardeners assigned to a garden by year, by garden, then by name or phone of contact 



		 1

		Ability to select a record from those returned in "Gardener Plot List", and see all data for that contact in the Contact form  



		 1

		Ability to print a list of gardeners with filtering capabilities.  Filtering parameters might include:   

· active/inactive

· by gardenby 

· renewal date

· application status (renewal due, late, etc.).

· Priority status



		 1

		Ability to generate mail merge documents, post cards, and emails as necessary to support manual processing for applicants who do not use online functions. 



		 1

		Ability to send e-mail announcements to everyone in the database about upcoming events like the Harvest Banquet.



		 2

		Ability to track and filter much of the information in the database, including for example

· demographic information

· volunteer hours 

· Interest list information and changes (e.g. average yearly Interest list wait time; number of new people signing by garden/ by date)









		Garden Data Requirements:  This section will have drop down boxes to select relevant items.  This information will be a powerful management tool for sites, to document capital improvement needs and show P-Patches as neighborhood resources.  (Most of this is lifted from the P-Patch staff developed P-Patch Community Garden Inventory, an Access database.)

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicated.



		3

		Tools



		3

		Tool needs



		2

		Plot Map—Mentioned elsewhere.  Map should be interactive with changes in database (when gardener is assigned, it is reflected on map).



		3

		Infrastructure map (as you roll over elements a description appears) Authorized people have ability to change infrastructure features on map (e.g. addition of bee hives



		3

		Basic Garden Information, Date established, renovations/ redevelopment/ improvements (describe and date), landownership, square footage of gardening area, square footage of entire P-Patch including communal areas; potential for expansion ( describe)



		3

		Property Management official documents – leases, MoA with city agencies



		3

		Sustainability Practices in use:, ,(Drop down box to check) Please check if present 

· Water catchments-, Rain barrels, Volume/ Number of Barrels: Swales/rain gardens

· Organic matter recycling--Please check coffee grounds   manure  coffee bags   woodchip   leaves   grass clippings, Other:  , , 

· Green structures-cob shed,  green roof, (Estimate Sq. Ft, Type of plantings,  Soil depth) Circle   , Deep, Shallow, , 

· Other Green structure:, 

· Re-used/recycled materials in use  Please describe, 

· Composting toilet , 

· Other Sustainability Practice:,   

· Habitat--, Bird houses, Bat houses, Mason bee Houses,  Native planting areas, Beehives, 

· Other:



		3

		Passive Education, Demonstration gardens: ,(Drop down box to check) (designated with informational signage), Please check all that apply:, Existing, Possibility, Describe:, Gardening Techniques, Butterfly, Wildlife, Natives,   Sensory, Water-Wise, Other? Describe,  



		3

		Signage: , Please check all that apply:, ,(Drop down box to check)  , Existing, Material Type, Possibility, Signs describe:  Organic gardening, native plantings / habitat, Food bank info,   Official P-Patch Sign, Other Welcome sign, Garden Name sign, Youth Plot/ Children’s garden,   Sustainability practices—drop down box Composting   Green building materials  Water cachement  Other:  describe,  



		3

		Giving Gardens Dedicated Plot, Sq. ft, , Active use?, Yes, No, Outside” group involved in giving gardening, ,(Drop down box to check)  Please name:, No lead, Organized donation from individual plots, Organized gleaning, Food bank gardening tools, Scale, Cooler, Designated collection area (e.g. location in shed, bucket) Please name, sheets to record totals, Totals in year xxx (amount), past years totols.



		3

		Infrastructure elements, date installed, drop down box for all that apply (fence, accessible raised beds, paths (type), compost bins, framing for garden beds; art elements, benches, tables, water system (Number of hosebibs, pipe size, construction material), meter (number, size)



		3

		Fruit Trees – Number, type



		3

		Youth Involvement:, Number, Sq. Ft, Actively used?, Commonly Cared for, Assigned to particular group?, Please name:  Youth Plots; Children's Garden



		 3

		Broader Community involvement:, Sign-in / guest book or something interactive for visitors Describe   Garden events posted, Information box for flyers, Gathering Space: Sq. Ft.,  Tables/Chairs/ Arbor/ Gazebo. Other Amenities? Please describe   Children's play area,  Many individually fenced plots, Organizations participating at the P-Patch; Other?             





[bookmark: _Toc318699544][bookmark: _Toc318699607][bookmark: _Toc318700990][bookmark: _Toc318702119]

		Security Requirements



		1

		Use SSL protocols and single sign-on method to comply with DoIT standards for security. 



		1

		Set up access to personal data at time of initial registration, system generated password, gardener may change, request new when lost



		1

		Secure on line payment system



		1

		P-Patch Staff:  P-Patch staff have ability to view all forms, reports and data for all gardens which they manage, and for all contacts requesting or assigned to their garden(s)



		1

		Site Leader Role:  Site Leaders have ability to view data for the garden they manage, the garden map, and a demographic list of data for gardeners assigned to plots in the garden.  These are read-only permissions.  Site Leaders should not necessarily be able to change data without approval of P-Patch staff.  Site leaders may need limited ability to export files, create reports



		1

		Gardener Role:  Gardeners can see their own data record only







		SURVEY Data  Requirements

Permission level: In general, Staff and SL permitted by Staff will have access to information and functions below unless otherwise indicate.



		3

		See Attachment A:   In addition to standard renewal information, a demographic and informational survey is sent to gardeners every two to three years. The demographic data is currently stored separately from the P-Patch database, making it a manual effort to collect and update the demographic data. The ability to include demographic data in the P-Patch system, and automatically link the requests for updates to the renewal process, would be more manageable and save staff time.  Names should be hidden from the data to ensure privacy. 
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Consultant’s Name: ______________________________________________________________




City of Seattle Consultant Questionnaire


INSTRUCTIONS:  This is a mandatory form.  Submit this form with your response. Provide information to the extent information available.  If response is incomplete or requires further description, the City may request additional information within a specified deadline, or may determine the missing information is immaterial to award.   

		Consultant Information



		Consultant’s Legal Name 

		     



		“Doing Business Name” (dba) if applicable

		     



		Mailing Address 

		     



		Contact Person and Title 

		     



		Contact Person’s Phone Number

		     



		Contact Person’s Fax Number

		     



		Contact Person’s E-Mail Address

		     



		Dun & Bradstreet number (if available)

		     



		Identify the City and State of your company headquarters

		     





		Consultant Registration with City of Seattle



		Did your firm register on to the City’s Registration System at http://www2.ci.seattle.wa.us/Consultantregistration/default.asp ?  

For assistance, call 206-684-0444.

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     





		Most companies must hold a Seattle Business License (if you have a facility/office in Seattle, conduct sales visits to Seattle, deliver products in your own trucks, or perform on-site consulting, repairs, installation, etc).  If you fall within that category, will you immediately seek a Business License upon award and ensure all taxes are paid current?

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     








		Ownership

		.



		Is your firm a sole proprietorship, partnership, corporation, limited liability company, subsidiary, parent, holding company, or affiliate of another firm?  If yes, identify firm type and name of principal

		     



		What year was your firm, under the present ownership configuration, founded?

		     



		How many years has your firm been in continuous operation without interruption?

		     



		What year did your firm begin providing, on a continuous basis, the types of services or products that are required from this solicitation?

		     





		Financial Resources and Responsibility

		Specify yes or no.  

If yes, explain.



		Within the previous five years has your firm been the debtor in a bankruptcy?

		     



		Is your firm in the process of or in negotiations toward being sold?

		     



		Within the previous five years has your firm been debarred from contracting with any local, state, or federal governmental agency?

		     



		Within the previous five years has your firm been determined to be a non-responsible for any government contract?

		     



		Within the previous five years has a governmental or private entity terminated your firm’s contract prior to contract completion?

		     



		Within the previous five years has your firm used any Subconsultant to perform work on a government contract when that Subconsultant had been debarred by a governmental agency?

		     





		Affirmative Contracting – SMC 20.42

		Specify yes or no.  



		Within the previous ten years has your firm been found to have violated any anti-discrimination laws or regulations, whether they  be local, state, or federal?

		      If yes, explain.





		Disputes

		Specify yes or no.  

If yes, explain.



		Within the previous five years has your firm been the defendant in court on a matter related to payment to subconsultants or contract work performance?

		     



		Does your firm have outstanding judgments pending against it?

		     



		Within the previous five years, was your firm assessed liquidated damages on a contract?

		     



		Is your firm presently involved in a dispute (including litigation) regarding its right to provide the product or service being requested by the City for this contract, including but not limited to notice of and/or in litigation about patent infringement for the product and/or service that your firm is offering to the City?

		     





		Compliance

		Specify yes or no. 

 If yes, explain.



		Within the previous five years, has your firm or any of its owners, partners, or officers, been assessed penalties or found to have violated any laws, rules, or regulations of a government entity?  This does not include owners of stock in your firm if your firm is a publicly traded corporation.  

		     



		Within the past ten years, has any principal, officer or employee who will perform any of the work for the City been convicted of a crime ? 

		



		If a license is required to perform the services sought by this solicitation, within the previous  ten years has your firm or any principal, officer or employee who will perform work for the City had a license suspended by a licensing agency or been found to have violated licensing laws?

		     



		If Hazardous Materials are an element of the scope of work to be performed for the City,  has any principal, officer or employee who will perform work for the City had any violations of improper disposal of such materials or any violation of associated laws, rules or regulations in the previous five years? 

		     



		Is there any other information that the City should be aware of regarding your history with financial, criminal or legal history, that has bearing on the work that the City is considering you to perform? 

		





		Involvement by Current and Former City Employees

		Specify yes or no. 





		Are any of your company’s principals, officers or employees who will perform work for the City, a current or former City of Seattle employee or volunteer?  If yes, identify the employee name.  Advise them of the duty to comply with City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16. 

		     





		Will any of your principals, officers or employees who will perform work for the City work more than 1,000 hours (per rolling 12 months) within a City contract, combining the hours for work under this contract and any other?  If so, identify the worker by name, and if the work pertains to an existing City contract, identify the contracting department and name of City contact.  Advise the worker of their duty to comply with the City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16

		     



		Does any principal, officer or employee who will perform work for the City of your firm, have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluation of the Consultant performance?  

		     





		Business History

		Specify yes or no. 


 



		In the last five years, has your firm held contracts with any other public agency to provide  services similar in size and scope to that required by the City of Seattle in this solicitation?

		     



		Provide and/or attach a list contracts your local firm held in the past five years, with sufficient detail for the City to understand the depth and breadth of your experience, with a particular emphasis on contracts with public agencies.   The City may use this to assess your capability and experience at this particular type of product provision or service work.  Specify the name/contact that can serve as a reference for each.

· If you have many such contracts, you can provide a brief list. 

· If you are a subsidiary of a national firm, summarize the contracts that represent your local office.   


 

		





		This form is submitted to the City of Seattle by an officer or person eligible to represent the Consultant firm, and the submittal certifies:



		Consultant is not debarred, suspended, proposed for debarment, or declared ineligible for award of contracts by any state, local, federal or other public agency.



		During the most recent three years, the Consultant has not  been convicted of or had a civil judgment rendering against the firm for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government contract or subcontract; violation of federal or state antitrust or similar statutes, relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen property, and my firm is not presently indicted for, or otherwise criminally or civilly charged by a Government entity with, commission of any of these offenses.



		Consultant has not paid, nor will pay, federal appropriated funds (including profit or fee received under a covered federal transaction), to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress on his or her behalf in connection with this solicitation, the Offeror shall notify the City of Seattle and complete and submit, with its offer, OMB standard form LLL, Disclosure of Lobbying Activities.



		Consultant has not had a governmental or private entity contract terminated prior to contract completion or debarred from submitting a contract proposal, within the last five years.



		Within the previous five years, Consultant has not used any subconsultant to perform work on a government contract when that Subconsultant had been debarred by a governmental agency.



		Consultant’s Offer is valid until the date the City awards a Consultant Contract or rejects all offers;



		Consultant has not, directly or indirectly, entered into any agreement, participated in any collusion, or otherwise taken any action in restraint of competitive pricing in the preparation and submission of its Offer;



		Consultant shall provide immediate written notice to the City of Seattle if, at any time prior to contract award, the Offeror learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.



		Submittal of this Consultant Questionnaire with your proposal provides authority and certification for your entire submittal, and is an attestation that the information in this Consultant Questionnaire and within your submittal proposal documents are true and valid





City Non-Disclosure Request 


If you believe any statements or items you submit to the City as part of this submittal/response are exempt from public disclosure under the Washington Public Records Act (PRA), you must identify and list them below.  You must very clearly and specifically identify each statement or item, and the specific exemption that applies.  If awarded a City contract, the same exemption status will carry forward to the contract records.  


The City will not exempt materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  You may not identify the entire page, unless the entire page is within the exemption scope. Only records properly listed on this Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 


 FORMCHECKBOX 
    I do not request any information be withheld.


 FORMCHECKBOX 
    I request the following specific information be withheld.  I understand that all other information will be considered public information.  For each statement or item you intend to withhold, you must fill out every box below.  You should not require an entire page withheld; only request the specific portion subject to the exemption. 

		Document Page: 

Specify the page number on which the material is located within your submittal package  (page number)

		Statement:


Repeat the text you request to be held as confidential, or attach a redacted version. 

		RCW Exemption:  

Specify the RCW exemption  including the subheading



		

		

		



		

		

		



		

		

		





For this request to be valid, you must specify the RCW provision or other State or Federal law that designates the documents as exempt from disclosure.  For example, potential RCW exemptions include the following:


1.  RCW 42.56.230.3 – Personal information -  taxpayer 


2. RCW 42.56.230.4 – Personal information – Credit card numbers and related


3. RCW 42.56.240 -  Investigative, law enforcement and crime victims


4. RCW 42.56.250 – Employment and licensing – specify the applicable subheading


5. RCW 42.56.260 - Real estate appraisals


6. RCW 42.56.270 (Items 1 through 17) – specify which subheading.


7. RCW 42.56.270 (items 1 through 17) – specify applicable subheading


8. RCW 42.56.420 - Security


Equal Benefits Compliance Declaration


Please declare one (1) option from the list below that describes the Contractor’s intent to comply with Seattle Municipal Code Chapter 20.45 should you win the contract. 

Equal Benefits applies to any contractor location in the United States where substantive contract work is being performed (work directly related in a substantial way to the contract scope and deliverables). 


 FORMCHECKBOX 

Option A The Contractor makes, or intends to make by the contract award date, all benefits available on an equal basis to its employees with spouses and its employees with domestic partners, and to the spouses and the domestic partners of employees, in every location within the United States where substantial work on contract will be performed.  


 FORMCHECKBOX 

Option B The Contractor does not make benefits available to either the spouses or the domestic partners of its employees.


 FORMCHECKBOX 

Option C The Contractor has no employees.


 FORMCHECKBOX 

Option D Collective Bargaining Delay.  Benefits are available on an equal basis to non-union workers, but union workers are subject to a collective bargaining agreement that does not provide equal benefits.


 FORMCHECKBOX 

Option E Open Enrollment Delay. The first open enrollment period for implementing Equal Benefits is not available until after contract execution

 FORMCHECKBOX 

Option F Cash Equivalent Payment. The Contractor intends to provide a cash equivalent payment to eligible employees in lieu of making benefits available.


 FORMCHECKBOX 

No United States Presence The Contractor does not perform substantial work for the contract in any United State location.


 FORMCHECKBOX 

Non-Compliant The Contractor does not comply and does not intend to comply, and refuses all options provided above.




Equal Benefits Instructions

Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires companies executing a City contract to provide health and benefits that are the same or equivalent to domestic partners of employees as to spouses of employees, and of their dependents and family members.  

1. Carefully fill out the Equal Benefits Declaration. It is essential to your standing in the evaluation process, so it is important to understand and complete the declaration properly. 


2. The Buyer or Coordinator for the solicitation can answer many questions.  However, you may call the City Equal Benefits Coordinator, Jim Wurzer at 206-684-4535 (Jim.Wurzer@seattle.gov) or the general office at 206-684-0430.  Call before you submit your bid to ensure you’ve filled out the form correctly.  


3. "Domestic Partner" is any person who is party to a same-sex marriage that is legally recognized in the place of jurisdiction of the marriage, or as a Domestic Partner with the employer or with a government registry established by state or local law. If the employer does not have a registration system and does not intend to implement one, the City of Seattle has a registration system as an option: http://www.seattle.gov/leg/clerk/dpr.htm

The City will review your responses and make a final determination.  If the information you supply is conflicting or not clearly supported by the documentation that the City receives, the City may reject your entire submittal (bid or proposal) or may seek clarification to ensure the City properly classifies your compliance.  


Companies that select “Non Compliant” will be rejected, unless there is no competitor that is compliant, responsive and responsible.  The City may also find a Bidder “Non Compliant” upon inspection of their program. Be prepared with documentation to support your declaration. All contracts awarded by the City may be audited for equal benefits compliance. Non-compliance may result in the rejection of a bid or proposal, or termination of the contract.

FAS Revised 6/26/2012
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CITY OF SEATTLE
Revenue and Consumer Affairs
700 5th Avenue, Suite 4250
P.O. Box 34214
Seattle, Washington 98124-4214
(206) 684-8484    fax (206) 684-5170 email address   rca.bizlictx@seattle.gov
www.cityofseattle.net/rca/


FOR OFFICE USE ONLY


CUSTOMER Number ___________________________________


OBL. NR. ___________________________ AMT. ____________


OBL. NR. ___________________________ AMT. ____________


OBL. NR. ___________________________ AMT. ____________


APPLICATION FOR BUSINESS LICENSE     Annual Fee $90.00
The license is for the calendar year, January through December.  For a business that opens July 1 or thereafter, the half-year fee is $45.00*


The half-year fee does NOT apply to any years prior to 1998.  The Seattle business license expires December 31.
*If worldwide annual gross income and/or value of products is estimated as $20,000 or less, the license fee


is $45.00 ($22.50 for half-year fee).


PLEASE PRINT OR TYPE - COMPLETE BOTH SIDES OF THE APPLICATION
Your business will be assigned a City of Seattle CUSTOMER NUMBER.  Refer to the Customer Number in any future correspondence relating to your license.
Let us know if you previously had a Seattle business license.  The account will be deemed a reinstatement ONLY if it has been closed for at least 12 months.


Please provide the information in the first section if it is available.  The ID numbers are not required to obtain a City of Seattle business license.


State of Washington UBI # FEIN


State of Washington Contractor # City of Seattle Vendor ID #  (if applicable)


Internet Address (if applicable)


Have you previously had a Seattle Business License? YES NO


S.I.C. Code   ____  ____  ____  ____   (office use only)


N.A.I.C.S. Code  ____  ____  ____  ____  ____  ____   (office use only)


PLEASE COMPLETE ALL SECTIONS BELOW and the REVERSE SIDE OF THIS FORM PROVIDING the BUSINESS INFORMATION


TYPE OF BUSINESS (Check ONE) Sole Proprietor Corporation Partnership LLC Other______________________________


Is the business a non-profit organization?     Yes No (Non-profit organizations are required to be licensed and file tax returns as all other businesses.)


LEGAL NAME OF BUSINESS ENTITY____________________________________________________________________________________________________
  (If a sole proprietorship, please list your legal name, last name first, and include any middle initial.)


TRADE NAME or dba (doing business as) _________________________________________________________________________________________________


WHAT IS THE STARTING DATE OF BUSINESS IN SEATTLE? Month___________________________ Day __________________ Year____________________


If the business was operating in Seattle before the current year, prior years' license fees, taxes, penalties and interest may be due.


Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance.
The location of your business should be indicated below.  You must list a physical address (a post office box or mail drop is not considered a physical address).


PHYSICAL BUSINESS LOCATION:


Mailing address for LICENSE & RENEWAL


Mailing address for TAX FORMS


BUSINESS PHONE: - CELLULAR PHONE - FAX -


SAME AS ABOVE


SAME AS ABOVE


ADDRESS CITY STATE ZIP


ADDRESS CITY STATE ZIP


ADDRESS CITY STATE ZIP


LIST OTHER BUSINESS LOCATIONS IN SEATTLE - Each BRANCH LICENSE FEE is $10.00 per year (attach a separate sheet, if needed).
TRADE NAME ADDRESS SEATTLE ZIP CODE TELEPHONE "Separate" tax reporting status?


Yes


Yes


No


No
PLEASE COMPLETE THE BACK SIDE OF THE APPLICATION - ALL INFORMATION AND A SIGNATURE IS REQUIRED TO PROCESS


IS THIS LOCATION BEING ADDED AS A BRANCH ONLY TO AN EXISTING LICENSE? YES NO







CITY OF SEATTLE APPLICATION FOR BUSINESS LICENSE - Page 2


NATURE OF BUSINESS:  Check all that apply and provide detail below.  THIS INFORMATION should be as detailed as possible.


     Manufacturing-Extracting       Printing & Publishing       Tour Operator       Wholesale       Retail       Service       Transportation        Other


     Utility Services (telephone services, pager services, cable television franchise)         Charging Admission for Events/Shows            Gambling Activity


DOES YOUR BUSINESS OWN OR OPERATE PRICE SCANNING EQUIPMENT? YES NO


DESCRIBE IN DETAIL THE PRINCIPAL PRODUCT(s) OR SERVICE(s) RENDERED:


NOTE: Additional licenses or endorsements may be required depending on the business activity - please see instruction sheet under regulatory licenses.


NAME(S) OF SOLE PROPRIETOR, PARTNERS, CORPORATE OFFICERS, AND RESIDENT AGENTS:  List true name(s), residence address,
telephone number and date of birth of the sole proprietor or all partners or corporate officers/directors and their titles (attach a separate sheet, if needed).
NAME AND TITLE RESIDENCE ADDRESS        CITY, STATE, ZIP                       TELEPHONE     DATE OF BIRTH


TAX REPORTING STATUS - Seattle BUSINESS LICENSE TAX FORMS must be filed by every business, EVEN IF NO TAX IS DUE.
Based on the taxable revenue for your business as described below, please check one of the following reporting frequencies:


      QUARTERLY -  Estimated taxable revenue will exceed $50,000 per year for entire entity - main location and branches (tax  is due every quarter).
      ANNUAL  -  Estimated taxable revenue will be less than $50,000 per year for entire entity (no tax due if revenue is less than $50,000).


A Business granted ANNUAL reporting status by Revenue and Consumer Affairs must file a combined tax return if there is more than one location.
Tax  forms are mailed to the last known address - failure to receive the form does not preclude the requirements to file timely.
YES   My annual worldwide gross income and/or value of products will be $20,000 or less.


  Should my gross income and/or value of products be greater than $20,000, I understand
  I will be responsible for additional license fees.


IF YOU PURCHASED THIS BUSINESS, DID YOU TAKE OVER THE ENTIRE BUSINESS ONLY A PORTION


FORMER OWNER'S NAME     CURRENT ADDRESS CITY, STATE, ZIP TELEPHONE CUSTOMER NUMBER


A SIGNATURE IS REQUIRED IN ORDER TO PROCESS THE APPLICATION
As applicant, I ___________________________________________ , certify or declare under penalty of perjury under the laws of the State of Washington
that the foregoing is true and correct.  All information given is subject to verification with State of Washington, Department of Revenue.


SIGNATURE ______________________________________________________________ DATE _______________________________________


PLEASE PRINT your NAME __________________________________________________ TITLE ________________________________


Business License Fee if OPEN date is January 1 - June 30 $ 90.00
If $20,000 or less in worldwide annual gross income $ 45.00


Business License Fee if OPEN date is July 1 or later in year $ 45.00
If $20,000 or less in worldwide annual gross income $ 22.50


Additional Seattle Locations   ___________   X $10.00   = $ ____________


TOTAL DUE .................................................................. $ ____________


FEES DUE - MAKE CHECK PAYABLE TO CITY OF SEATTLE FOR OFFICE USE ONLY
Initials Date


Processed by


Tax Forms Mailed


Enforcement


License # Issued
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City Of Seattle 


City of Seattle 


THE SEATTLE ETHICS & ELECTIONS COMMISSION 
 


The SEEC is a seven-member, independent panel 
of citizen volunteers.  The Commission and its staff 
are responsible for administering the City of Seattle 
Ethics, Elections, and Whistleblower Protection 
Codes. Three Commissioners are appointed by the 
Mayor, three by the City Council, and the seventh 
by the other six. They are confirmed by the City 
Council and serve overlapping three-year terms. 


The Commission is supported by a staff of six 
employees who provide training, investigate 
complaints, and issue advisory opinions. 


TRAINING AND INFORMATION 
Ethics training and brochures are available by 
request. Information is also available at the 
Commission website: http://www.seattle.gov/ethics/.  


COMMISSION MEETINGS 
You are invited to attend any Commission meeting.  
Meetings are usually the first Wednesday of the 
month in the Seattle Municipal Tower.   


Copies of the meeting agenda, including time and 
location, are in our office and on our Internet web 
site under Commission/Agendas & Minutes. You 
can also call 206-684-8500 for meeting times and 
locations. 
 
 
 


 


 


 


 


 


 


 


 


 
 


This brochure highlights portions of the Seattle 
Ethics Code, SMC 4.16.  The complete law is on the 
City Clerk’s Seattle Municipal Code (SMC) web site, 
http://clerk.ci.seattle.wa.us/~public/code1.htm.  
Copies are also available in the SEEC office. 
 


ETHICS COMPLAINTS AND CONSEQUENCES 
Anyone who feels a City officer or employee has 
violated the Ethics Code may complain to the Ethics 
and Elections Commission. Commission staff will 
investigate whether there is a Code violation. 


If it is found that an employee or official violated the 
City’s Ethics Code, the Commission may fine that 
person up to $5,000 per violation plus costs and 
restitution. The Commission may also recommend 
disciplinary action, including suspension or discharge. 
 
A complaint may be dismissed if there is no violation 
of the Code or if the violation is minor and inadvertent 
or has already been remedied. 


ADVICE 
City employees and officers may seek advice on 
whether a planned action or activity raises issues 
under the City’s Ethics Code. 


 


 


 


 


 


 


 


 


 


 
ETHICS AND ELECTIONS COMMISSION 


 


Seattle Municipal Tower 
700 Fifth Avenue,  Suite 4010 


 
Mon - Fri: 8am - 5pm 


Tel: 206-684-8500  Fax: 206-684-8590 
E-mail:  ethicsandelections@seattle.gov 


Postal mail:  PO Box 94729, Seattle, WA 98124-4729 
 


Internet:   http://www.seattle.gov/ethics/  
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SEATTLE ETHICS AND ELECTIONS 


COMMISSION 
 


Your advocate for fair, open, and honest government. 







of 
The City of Seattle’s 
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The Code of Ethics 
Seattle Municipal Code (SMC) 4.16 


 


The Seattle Ethics Code was created to inspire 
public trust in City government and ensure that 
City officers and employees are “independent, 
impartial, and responsible to the people.”   
The law is administered by an independent 
commission of citizen volunteers. 


The Code sets ethical standards about work 
activities, business relationships, and the use 
of City resources that apply to all City employees, 
elected officials, and members of most City 
boards and commissions.  


This brochure highlights areas of the Code that 
pertain to contractors, vendors, and regulated 
parties, and also to customers and clients. It is 
one of our efforts to increase awareness of the 
Code and to help you better understand what 
employees can and cannot do. 


If you would like more information or have 
questions, please call us at 206-684-8500  
or visit our web site:   


http://www.seattle.gov/ethics/�
�


This brochure is a general summary of the 
Seattle Ethics Code. If you have questions 
or would like advice on a specific issue, 
please contact Commission staff. 


206-684-8500 
 


HIGHLIGHTS 


THANKING CITY EMPLOYEES 
The best way to thank a City employee is to 
write a letter of praise to the employee’s 
supervisor. City employees may not accept 
gifts, loans or other things of value in 
appreciation for their work or services.  


Example:  Employees responsible 
for purchasing cannot receive 
gifts or premiums for the City  
orders they place.   


Employees may accept promotional items or 
items such as flowers or candy to share with co-
workers or the public, as long as they are valued 
at $25 or less. However, the Commission limits 
the value of such items to $50 from a single 
source in a calendar year.  


SOLICITING ITEMS 
City employees may not ask people with whom 
they do City business to donate items, whether 
for personal, charitable, or other purposes. 


Example: Inspectors may not ask businesses 
they inspect for donations of meeting spaces 
or supplies. 


NO FREE MEALS 
Employees may not accept free meals from 
people with whom they do City business, or from 
people who wish to do business with the City. 


 


Example: An employee who is 
meeting with a vendor or client 
for lunch cannot have the lunch 
paid for by the vendor or client. 


REFRESHMENTS AT MEETINGS 
Employees may accept basic refreshments—
such as coffee, tea, soft drinks, doughnuts, or 
cookies—when attending meetings in your office. 


USE OF CITY FACILITIES AND RESOURCES 
City employees cannot use City 
resources for non-City purposes.  
City property, including City paid 
time, vehicles, and equipment, may 
only be used for a City purpose. 


CONFLICT OF INTEREST 
Employees may not take part in City business 
where they, or an immediate family member, 
have a financial or private interest. Employees 
also may not take part in City business where 
they would appear to have a conflict of interest. 


Example: City employees must withdraw from 
a vendor selection process if one of the 
competitors is the employee’s spouse or 
domestic partner, or if a competitor has been 
the employee’s business partner or client 
within the last twelve months. 


ADVERTISING 
Employees cannot use their positions for 
anyone’s private gain or use City resources 
for a non-City purpose. Therefore, they cannot 
hand out or post advertising materials. 


INVITATIONS TO SEMINARS & CONFERENCES 


 


City employees may attend 
educational programs paid for by 
City vendors or potential vendors  


only under limited conditions.  Neither the City 
nor the employee can accept reimbursement for 
expenses incurred that are not allowable under 
the City's Travel Policies and Procedures. In all 
cases, the event must serve a City purpose 


Example: An employee may not attend a 
conference at your expense unless you are 
required by contract to provide training or 
education to City employees, or the employee 
is directed by his or her supervisor to attend. 
Reimbursement for travel or lodging must be 
made to the City, not to the individual. 


AFTER LEAVING CITY EMPLOYMENT 
Employees must wait one year after leaving 
the City before they can (i) assist others in 
proceedings involving their former agency, (ii) 
assist or represent others on matters in which 
they were officially involved, or (iii) compete for 
contracts when they helped determine the scope 
of work or the process for selecting a contractor��


Example: For one year, former employees 
may not assist their new employers in seeking 
permits from the City department they left. 
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CITY OF SEATTLE Revenue and Consumer Affairs
700 5th Avenue, Suite 4250


P.O. Box 34214
Seattle, Washington 98124-4214


(206) 684-8484    fax (206) 684-5170
email address     rca.bizlictx@seattle.gov web site     http://www.cityofseattle.net/rca/


INFORMATION and INSTRUCTIONS FOR BUSINESS LICENSE APPLICANTS
Business License Required - Based on chapter 5.55 (formerly 5.44) of the Seattle Municipal Code, it is unlawful to engage in business in Seattle
without first obtaining a city business license. The license is valid only for the legal owner listed on the license. If your place of business, business office,
work space, or work location will be located within the City of Seattle; i.e., between 145th in the North end and approximately Roxbury Street in the South
end, you will need a City of Seattle business license. If your place of business is not located within the city limits, but you or sales agents will be physically
coming into the City to conduct business or to call on clients, you will need a Seattle business license.


The cost for a Seattle business license is $90.00 for the calendar year (January - December) or if opening after June 30, the license fee is $45.00.  Effective
January 1, 2005, if a business has $20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar
year and $22.50 for the half year fee.  The business license expires on December 31 of the year purchased.  The license must be renewed annually.  Non-
payment of a renewal does not close the business license account. Written notice of closing or sale of the business, including the effective date is required to
close the account. Final tax returns will be sent.


Requirement to File Tax Returns - All businesses are required to file business license tax returns (commonly referred to as the B & 0 tax) with the
City of Seattle. Per Seattle Municipal Code 5.55.040 D. Businesses with less than $50,000 annual taxable revenue for the calendar year (January through
December) may file annual reports if the revenue declaration on the application and/or renewal form is accepted by the Director. The annual return must list
the actual revenue figures, but the business may declare no tax due on the appropriate line of the form. Taxable revenue is gross revenue less allowable
deductions as defined in SMC 5.45.100. Businesses with $50,000 or greater annual taxable revenue are subject to tax on the entire amount. Quarterly, or
Annual returns as authorized, must be filed regardless of whether or not tax is owed. The Director may assign certain accounts to Monthly reporting. Returns
not received on or before the due date will be subject to late charges pursuant to SMC 5.55.110.


Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance. Call the Department of
Planning and Development at (206) 684-8850 if you have questions.


INSTRUCTIONS FOR THE LICENSE APPLICATION - This information follows the same order as the application.


If you have obtained a State of Washington Unified Business Identifier Number (UBI), a Federal Employer Identification Number (FEIN), a Contractor
Number, a City of Seattle Vendor Identification Number, or currently have an Internet address, please enter these in the spaces provided. None of these
items are required on the application if they are not available or not applicable. The S.I.C. code (Standard Industrial Classification code) and/or the
N.A.I.C.S. code (North American Industry Classification System) will be entered by office personnel at the time of processing.


TYPE OF BUSINESS - Check the box for the correct "nature" of the legal entity as registered with the State of Washington.
 If your business is registered as a non-profit organization, please check the appropriate box on the application.


LEGAL NAME - Based on the entity please provide the full legal name as noted below:
Sole Proprietor - list last name, then the first name and middle initial;
Corporation - list the corporate name as filed with the State of Washington (not the shareholder's names);
Partnership - list the partners' last names only;
LLC - (Limited Liability Company), list the name as filed with the State (not the owner's names).


TRADE NAME - Commonly referred to as the dba (doing business as) for a business when the business name is different than the legal name.


STARTING DATE - The date the legal owner commenced business activity in the City of Seattle. Note: tax forms for all periods (from the starting or
opening date of the business as listed on the application) are required to be filed, even if no tax due, or no revenue generated.


PHYSICAL BUSINESS LOCATION AND MAILING ADDRESSES - Tax forms, licenses and license renewal notices will be sent to the mailing
addresses listed on the application if different than the physical location address. All Seattle locations must list a street address even though a PO. Box or
mail drop is used for mailing purposes. Please provide a current phone number for the business and if applicable, a cell phone number and/or fax number.


OTHER BUSINESS LOCATIONS IN SEATTLE - List the street address of all other locations in the City of Seattle; a $10.00 license fee is required
for each additional location. The renewal fee is $10.00 per calendar year. If you would like the branch location(s) to be sent a separate tax reporting form for
each quarterly tax period, check the appropriate box. All businesses that are granted "Annual" tax reporting status must report as one combined entity when
there is more than one location due to the $50,000 taxable revenue threshold.


NATURE OF BUSINESS - Be very specific, just indicating "service" or "retail" alone is not acceptable. List the type of service you provide and/or the
products sold. If you do not include enough specific information in this section, the application may be delayed until more details are provided. If you indicate
utility services, charging of admission or conducting any gambling activity, you will be required to complete additional registration paper work and tax liability
for utility tax, admission tax and/or gambling tax will be assigned to your business license account.


OWNERS, PARTNERS, OFFICERS - List full/true legal name, residential address, telephone and date of birth for all owners, partners, and officers.







Page 2 - Instructions for completing the City of Seattle business license application.


TAX REPORTING STATUS - Licensees are required to file Quarterly tax returns if taxable revenue for the entire entity is expected to exceed $50,000.
Only those businesses that estimate annual taxable revenue of less than $50,000 and are granted Annual tax reporting by the Department may file annually.
Total taxable revenue is determined by the licensee (legal entity), not for each location. If a business or licensee exceeds the $50,000 threshold for an
annual period, the Department will change the reporting status to quarterly for the following year. The Director may assign some businesses to a Monthly
reporting frequency. Tax forms are due on the last day of the month following each reporting period and must be filed even if no tax is due. All tax forms filed
after the due date are subject to late fees.


IF YOU PURCHASED THIS BUSINESS - Indicate former owner's forwarding address and phone number if known. Indicate the former owner's
customer number with the City of Seattle. Successors may be liable for back taxes on the business. If this is a new legal entity for you, provide your original
customer number.


SIGNATURE REQUIRED - Please sign the application. Also print the name and title of the signer. Provide the date the application was signed.


FEES DUE - Depending on the date of opening iin Seattle, the fee will be $90.00 or $45.00 for one location. Effective January 1, 2005, if a business has
$20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar year and $22.50 for the half year.
Indicate how many branch locations are being licensed and multiply that number times $10.00. Enter the total amount due for additional locations (if any)
and then total due for the application. Make your check payable to the City of Seattle. Include any past license fees if open date is prior to the current year.


REGULATORY LICENSES OR ADDITIONAL ENDORSEMENTS - If you are just starting your business and are not certain what business
activities you will be conducting, you may apply for additional endorsements at a later date. It is the owner's responsibility to apply for and maintain all
required licenses. Failure to be properly licensed may result in substantial penalties. If you will be performing as an adult entertainer or managing an adult
entertainment premise you must appear in person at the Revenue and Consumer Affairs Office, Suite 4250, of the Seattle Municipal Tower Building at 700
5th Avenue, Seattle, for a photo identification and a criminal background check.


Note: If you need a for-hire drivers license, please contact King County Licensing at (206) 296-2710. Taxicab association offices and taxicab owners should
apply for licenses at the Consumer Affairs Unit: 805 S. Dearborn Street, Seattle, WA 98134. Phone: (206) 386-1298. A criminal background check is
required.


You should contact Revenue and Consumer Affairs regarding additional licensing requirements if you will be doing any of the following:
operating a Trade Show;
owning/operating a taxicab or taxicab association;
installing and/or maintaining burglar alarm systems;
operating an all ages dance;
operating a horse-drawn carriage;
operating as a panoram device location;
operating as a residential seller (door to door);
functioning as a weighmaster and/or weigher;
operating an adult entertainment premise;
owning/operating amusement devices;


operating a utility, telephone network, pager services, or cable television franchise;
charging admission for any event;
operating any type of gambling activity;
operating a public parking garage;
operating a tattoo shop;
owning/operating tow trucks;
selling any type of used goods;
operating a mobile home park;
or operating a public bathhouse;
monitoring alarm systems.


Request for Additional Information


Note: The Seattle Municipal Code is located on the internet: http://clerk.ci.seattle.wa.us/-public/


If you would like to receive additional information from the Seattle Municipal Code concerning the following, you may return this section to the
address at the top of the instruction sheet. Please provide the name and address where the information should be mailed:


Please mail information on the following License Endorsements that are required in addition to the City Business License:


Adult Entertainment Premise (SMC 6.270) Exp. Dec 31  Public Garage/Parking Lots (SMC 6.48) Exp. Mar 31
Adult Entertainer (SMC 6.270) Exp. Dec 31  Residential Seller (SMC 6.260) Exp. May 31
Adult Entertainer Manager (SMC 6.270) Exp. Dec 31  Tatoo Shop (SMC 6.102) Exp. Feb 28
Amusement Devices (SMC 6.270) Exp. Nov 30  Taxicabs (SMC 6.310) Exp. Aug 31
Burglar Alarm Dealer (SMC 6.08) Exp. Dec 31  Taxicab Association (SMC 6.310) Exp. Dec 31
All Ages Dance (SMC 6.294) Exp. Sept 30  Tow Trucks (SMC 6.214) Exp. Aug 31
Horse-drawn Carriages (SMC 6.315) Exp. Mar 31  Used Goods (SMC 6.288) Exp. Mar 31
Mobile Home Park (SMC 22.904) Exp. Jul 31  Weighmaster (SMC 7.04.565) Exp. Apr 30
Panoram Location/Device (SMC 5.42) Exp. Dec 31  Trade Show License (SMC 6.20) Daily
Public Bathhouse (SMC 6.36) Exp. Dec 31  Alarm System Monitoring (SMC 6.10) Exp. Dec. 31


Please mail the appropriate section of the SMC covering the City of Seattle business taxes for:


Gambling Tax (SMC 5.52) Business License Tax (SMC 5.45)
Admission Tax (SMC 5.40) Definitions (SMC 5.30)
Occupation Utility Tax (SMC 5.48) Administrative Provisions (SMC 5.55)






