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REQUEST FOR PROPOSALS
ITD 2-1004-19

Consultant Contract

Project Title: MCIS 2.0 Program Manager

Procurement Schedule 
Table 1: Procurement Schedule
	Schedule of Events
	Date/Time

	Solicitation Release 
	7/19/2019

	Optional Pre-Submittal Conference
[Seattle Municipal Tower 4105]

[bookmark: OutSharedNoteBorder][bookmark: OutSharedNoteLink]Join Skype Meeting

	7/25/2019 @ 11-12:30 (PST)

	Deadline for Questions
	[bookmark: _Hlk12429367]7/30/2019 @ 5 PM (PST)

	Response Deadline
	8/2/2019 @ 5 PM (PST)

	 Interviews 
	Week of 8/12/2019

	Announcement of Successful Proposer(s)
	Week of 8/19/2019

	Contract Execution 
	8/2019



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



Procurement Contact Information
Procurement Contact:  Laura Park, Seattle IT Contracts Advisor, 
laura.park@seattle.gov, 206-733-9595

Table 2: Delivery Address 
It is important to use the correct address for the delivery method you chose.
	Fed Ex & Hand Delivery - Physical Address
	US Post Office - Mailing Address

	Attn: Laura Park – IT Contracts 
City of Seattle Information Technology Department
700 Fifth Avenue, Suite #2700
Seattle, Washington, 98104
	Attn: Laura Park – IT Contracts
Seattle Municipal Tower
P.O. Box 94709
Seattle, Washington, 98124-4709



Unless authorized by the Procurement Contact, 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. [bookmark: _Toc14258394]Purpose and Background.
Position Description: The City of Seattle (“City”) is a commercial, cultural and advanced technology hub with over twenty-five (25) departments and agencies, and municipal court. We are committed to becoming a safe, affordable, vibrant, innovative, and connected city. Seattle Information Technology (Seattle IT) in tandem with the Seattle Municipal Court (SMC) are seeking a highly motivated and qualified professional to fill the role of Program Manager to manage the implementation of the new Municipal Court Information System (MCIS 2.0); a digital and business transformation project. This position will have a matrix reporting structure to SMC's Court Administrator and Seattle IT. It is expected that the Consultant perform Professional Services onsite at Seattle Municipal Court for the term of this Contract.

Background Information:  
Seattle IT provides technology leadership for the city enterprise, developing common standards, architectures, and business solutions; focused on delivering best-in-class digital services in developing scalable, sustainable solutions that enable departments to deliver city services more efficiently and effectively to constituents. Seattle IT harnesses the power of technology and telecommunications to facilitate city government serving Seattle's residents and businesses.

Seattle Municipal Court is one of the highest volume Courts of Limited Jurisdiction in Washington State. SMC is an innovative court with a community-based approached to judicial administration. The court adjudicates all misdemeanor and gross misdemeanor crimes, infractions, and civil violations authorized under the Seattle Municipal Code and certain Revised Code of Washington Statutes.

Project Description:  Municipal Court Information system (MCIS) is one of the last City legacy systems, developed internally in 1990 using IBM's Informix platform to capture key court case events, as well as for parking and infractions, probation and defendant financial accounts. The Seattle Police Department, City Attorney, King County Department of Public Defense, King County Jail, the Department of Licensing, State Administrative Office of the Courts (AOC), and all criminal justice-related stakeholders rely on MCIS. SMC is mandated by law to provide a continuous permanent record of court case events, including dates, hearings, and outcomes.  MCIS also tracks defendant compliance with court-ordered sanctions and tracks all related fines, costs, fees and restitution. The purpose of the MCIS 2.0 Replacement Project is to plan and implement an enterprise-wide court Case Management System (CMS) that will meet the business needs of SMC and the broader criminal justice community.  The replacement of MCIS is a multi-million-dollar, multi-year project. The project is transitioning from Phase I, which consists of selecting a software solution, to Phase II, which consists of configuring or modifying the software solution and implementing the new system enterprise-wide.  The project is currently wrapping up Phase I and signed a contract with a vendor in June 2019.
2. [bookmark: _Toc14258395]Performance Schedule.
It is estimated that the selected Consultant will start at the signing of the work order and services will continue through six (6) months post Go-Live, approximately three years from project kick-off with the vendor. Depending on project readiness, this term limited assignment may be extended.
3. [bookmark: _Toc14258396]Solicitation Objectives.
The City seeks a qualified Consultant to provide professional services to SMC and Seattle IT for Program Management with respect to the purpose of the project’s objectives and its performance.
4. [bookmark: _Toc14258397][bookmark: _Hlk513205463]Minimum Qualifications.
Minimum qualifications are required for a Consultant to be eligible to submit an RFP response.  Your submittal response must show compliance to these minimum qualifications.  Consultants that are not responsive to these qualifications shall be rejected by the City without further consideration.  
· The Consultant must have 10+ years of experience providing expert level project management on highly complex projects. Degree of complexity is reflected in the size of the project, cost of the project, size of project team, depth and breadth of project manager role and responsibility, span of project impact (i.e., enterprise-wide, multi- departmental, or having a major market or external impact).
· The Consultant must have provided project management consulting for at least two (2) completed projects within the last seven (7) years (2012-2019) where a business solution was implemented using new technology platforms or major upgraded technology platforms with an organizational impact of at least 250 users.  
· The Consultant must have professional experience in managing a team of professionals to include Project Managers and Business Analysts, developing and deploying project best practices from planning through transition and project closeout, managing projects using various Project Management Methodologies including Software Development Lifecycles (SDLC).
5. [bookmark: _Toc14258398]Goals & Objectives.
The selected Consultant will be required to achieve the following goals and objectives as well as the other requirements specified in the Contract.
· On-Time and in Budget Completion: The selected Consultant is expected to achieve completion of the Project that is consistent with the Project’s approved schedule and budget.
· Financial Control: The selected Consultant is expected to manage the Project budget and expenditures, and ensure that the Project is delivered in a cost-effective manner that is consistent with the Project’s approved budget.
· Scope Control: The selected Consultant is expected to provide project leadership, best practices, and tools to guide and effectively collaborate with SMC to design, implement, test, train, deploy, and stabilize a complete operational, integrated case management system according to the requirements, specifications, and functionality set forth in the Solution Procurement RFP and Solution Procurement Contract.
6. [bookmark: _Toc14258399]Scope of Work. 
The City’s standard statement of work for Professional Services for Project Management contains definitions, executive summary, overview, assumptions, security and confidentiality, project management scope, general consultant responsibilities, issue resolution process, and change control process.

The following embedded statement of work and specifications are incorporated into the resultant contract.  To open the embedded documents, double click on the icon. 


7. [bookmark: _Toc14258400]Contract Modifications.
The City consultant Contract is attached (See Section 10.8).   

The City has attached its boilerplate Contract terms so Consultants can be familiar with the boilerplate and the non-negotiable terms before submitting a proposal.  Any questions about the City’s boilerplate should be made in advance of submittal.  

If a Consultant seeks to modify the Contract, the Consultant must request that within their Proposal response as taking an “Exception”.  The Consultant must provide a revised version that shows their proposed alternative contract language. The City is not obligated to accept such proposed changes.  If a Consultant requests Exceptions that materially change the character of the contract, the City may reject the Consultant’s Proposal as non-responsive.  The City cannot modify provisions mandated by Federal, State, or City law:  Equal Benefits, Audit (Review of Vendor Records), Women-and-minority-owned firms (WMBE), Equal Employment Opportunities (EEO), Confidentiality, Debarment, or mutual indemnification -- such Exceptions would be summarily disregarded.

Although the City may open discussions with the highest ranked apparent successful Consultant to align the proposal or Contract to best meet City needs, this does not ensure negotiation of modifications proposed by the Consultant through the exception process above. 
8. [bookmark: _Toc14258401]Procedures and Requirements.
This section details City instructions and requirements for Consultant submittal.  The City reserves the right in its sole discretion to reject any Consultant response that fails to comply with the instructions.
[bookmark: _Toc521141112][bookmark: _Ref524406138][bookmark: _Toc524484955][bookmark: _Toc524754142][bookmark: _Toc526492387][bookmark: _Toc528557442][bookmark: _Toc529153502][bookmark: _Toc30899402]7.1 Registration into the Online Business Directory.
If you have not previously done so, register at: http://www.seattle.gov/obd  The City expects all firms to register. Women-and-minority-owned firms (WMBE) are asked to self-identify (see section 7.26).  For assistance, call Julie Salinas at 206-684-0383.  
[bookmark: _Toc521141113][bookmark: _Toc524484956][bookmark: _Toc524754143][bookmark: _Ref525440530][bookmark: _Ref525440556][bookmark: _Toc526492388][bookmark: _Toc528557443][bookmark: _Toc529153503][bookmark: _Toc30899403]
7.2 Pre-Submittal Conference.
The City offers an optional pre-submittal conference at the time, date and location on page 1.  Consultants are highly encouraged to attend but not required to attend to be eligible to propose.  The meeting answers questions about the solicitation and clarifies issues.  This also allows Proposers to raise concerns.  Failure to raise concerns over any issues before the Question Submittal Deadline (7/30/2019 @ 5 PM (PST)) will be at the consideration of the Procurement Contact. 

Though the City will attempt to answer all questions raised during the pre-proposal conference, the City encourages Vendors to submit written questions Vendors would like addressed at the pre-proposal conference to the Procurement Contact, in advance of the pre-proposal conference. This will allow the City to research and prepare helpful answers, and better enable the City to have appropriate City representatives in attendance.
[bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404]
7.3 Questions.
Consultants may email questions to the Procurement Contact until the deadline, 7/30/2019 @ 5 PM (PST).  Failure to request clarification of any inadequacy, omission, or conflict will not relieve the Consultant of responsibilities under any subsequent contract.  Questions and answers will be posted on the City of Seattle’s Consultant Connection website: https://consultants.seattle.gov/.
[bookmark: _Toc521141118][bookmark: _Toc524484960][bookmark: _Toc524754147][bookmark: _Toc526492392][bookmark: _Toc528557447][bookmark: _Toc529153507][bookmark: _Toc30899405]7.4 Changes to the RFP.
The City may make changes to this RFP if, in the sole judgment of the City, the change will not compromise the City’s objectives in this solicitation.  Any change to this RFP will be made by formal written Addendum issued by the City and shall become part of this RFP.  Changes to the RFP will be posted on the City of Seattle’s Consultant Connection website: https://consultants.seattle.gov/.
[bookmark: _Toc524484961][bookmark: _Toc524754148][bookmark: _Ref525440624][bookmark: _Ref525440637][bookmark: _Toc526492393][bookmark: _Toc528557448][bookmark: _Toc529153508][bookmark: _Toc30899406]7.5 Consultant Connection.
All addenda will be posted on the City of Seattle’s Consultant Connection website: https://consultants.seattle.gov/.

7.6 Receiving Addenda and/or Question and Answers. 
It is the obligation and responsibility of the Consultant to learn of addenda, responses, or notices issued by the City.  Some third-party services independently post City of Seattle solicitations on their websites; however, the City does not guarantee that such services have accurately provided all the information published by the City. All addenda will be posted on the City of Seattle’s Consultant Connection website: https://consultants.seattle.gov/.

All submittals sent to the City may be considered compliant with or without specific confirmation from the Consultant that any and all addenda was received and incorporated into your response.  However, the City reserves the right to reject any submittal that does not fully incorporate Addenda that is critical to the project.  
7.7 Proposal Submittal.
Proposals must be received by the City no later than the date and time on page 1 except as revised by Addenda.  

All pages are to be numbered sequentially, and closely follow the requested formats.

The City has page limits specified in the Response Format section 8. Any pages that exceed the page limit will be excised from the document for purposes of evaluation.   

The Consultant 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.  
7.8 Electronic Submittal.
The City allows and will accept an electronic submittal in lieu of an official paper submittal.  
a. The electronic submittal is e-mailed to the Procurement Contact (see page 2), by the submittal deadline (Procurement Schedule, Table 1, Page 1 or as otherwise amended).  
b. Title the e-mail so it won’t be lost in an e-mail stream, e.g. PROPOSAL RESPONSE for RFP 2-1004-19 from <insert company name>. 
c. Any risks associated with an electronic submittal are borne by the Proposer.  
d. The City’s e-mail system will typically allow documents up to 20 Megabytes. 
e. If the Proposer also submits a hard copy, the hard copy has precedence.
7.9 Consultant Responsibility to Provide Full Response. 
It is the Consultant’s responsibility to respond in a manner that does not require interpretation or clarification by the City.  The Consultant is to provide all requested materials, forms, and information. The Consultant is to ensure the materials are submitted properly and accurately reflect the Consultant’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 Consultant after the RFP deadline; this does not limit the City’s right to consider additional information (such as references that are not provided by the Consultant but are known to the City, or past City experience with the Consultant), or to seek clarifications as needed. 
7.10 Prohibited Contacts.
Consultants shall not interfere in any way to discourage other potential and/or prospective proposers from proposing or considering a proposal process.  Prohibited contacts includes but is not limited to any contact, whether direct or indirect (i.e. in writing, by phone, email or other, and by the Consultant or another person acting on behalf of the Consultant) to a likely firm or individual that may discourage or limit competition.  If such activity is evidenced to the satisfaction and in sole discretion of the City department, the Consultant that initiates such contacts may be rejected from the process. 
[bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]7.11 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.  
7.12 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/employee(s) 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. A Consultant Questionnaire Form is provided in the submittal package asking 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. The City of Seattle Application for a Business License and additional licensing information can be found this page here: http://www.seattle.gov/licenses/get-a-business-license.
g. You can find Business License Application help here: http:/www.seattle.gov/licenses/get-a-business-license/license-application-help
h. Self-Filing: You can pay your license and taxes on-line using a credit card  www.seattle.gov/self/
i. 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.  
j. The licensing website is http://www.seattle.gov/licenses.
k. If a business has extraordinary balances due on their account that would cause undue hardship to the business, the business can contact the License and Tax Administration office at tax@seattle.gov to request additional assistance. 
l. 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.
7.13 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://bls.dor.wa.gov/file.aspx  and the State of Washington Department of Revenue is available at 1-800-647-7706.
7.14 Federal Excise Tax.  
The City is exempt from Federal Excise Tax. 
7.15 No Guaranteed Utilization. 
The City does not guarantee utilization of any contract(s) awarded through this RFP process.  The solicitation may provide estimates of utilization; such information is for Consultant convenience and not a usage guarantee.  The City reserves the right to issue 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 re-solicit 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.
7.16 Expansion Clause.
The Contract limits expansion of scope and new work not expressly provided for within the RFP.  
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 the following:
(a) New Work is not reasonable to solicit separately; (b) is for reasonable purpose; (c) was not reasonably known by the City or Consultant at time of solicitation or was mentioned as a possibility in the solicitation (i.e. future phases of work, or a change in law); (d) is not significant enough to be regarded as an independent body of work; (e) would not attract a different field of competition; and (f) does not change the identity or purpose 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 subject to these limitations, such as additional phases of Work anticipated during solicitation, time extensions, and Work Orders issued on an On-Call contract.  Expansion 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.

The City reserves the right to independently solicit and award any New Work to another firm when deemed appropriate or required by City policy.
7.17 Effective Dates of Offer.
Solicitation responses are valid until the City completes award.  Should any Consultant object to this condition, the Consultant must object prior to the Q&A deadline on page 1.
7.18 Cost of Preparing Proposals.
The City is not liable for costs incurred by the Consultant to prepare, submit and present proposals, interviews and/or demonstrations.
[bookmark: _Toc521141125][bookmark: _Toc524484972][bookmark: _Toc524754159][bookmark: _Toc85261716][bookmark: _Toc521141129][bookmark: _Toc524484976][bookmark: _Toc524754163][bookmark: _Toc526492405][bookmark: _Toc528557460][bookmark: _Toc529153520][bookmark: _Toc30899418]7.19 Readability.
The City’s ability to evaluate proposals is influenced by the organization, detail, comprehensive material and readable format of the response.
7.20 Changes or Corrections to Proposal Submittal.
Prior to the submittal due date, a Consultant may change its proposal, if initialed and dated by the Consultant.  No changes are allowed after the closing date and time. 
7.21 Errors in Proposals.
Consultants are responsible for errors and omissions in their proposals.  No error or omission shall diminish the Consultant’s obligations to the City.
7.22 Withdrawal of Proposal.
A submittal may be withdrawn by written request of the Consultant.  
[bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420]7.23 Rejection of Proposals.
The City may reject any or all proposals with no penalty.  The City may waive immaterial defects and minor irregularities in any submitted proposal.
[bookmark: _Toc521141132][bookmark: _Toc524484979][bookmark: _Toc524754166][bookmark: _Toc526492408][bookmark: _Toc528557463][bookmark: _Toc529153523][bookmark: _Toc30899421]7.24 Incorporation of RFP and Proposal in Contract.
This RFP and Consultant’s response, including promises, warranties, commitments, and representations made in the successful proposal once accepted by the City, are binding and incorporated by reference in the City’s contract with the Consultant.
7.25 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.  
The City will not provide space in City offices for performance of this work.  Consultants will perform most work from their own office space or the field.
7.26 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.
7.27 Women and Minority (WMBE) 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 subconsultant 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 subconsultants 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. 

WMBE firms need not be state certified to meet the City's WMBE definition.  The City defines WMBE firms as at least 51% (percent) owned by women and/or minority.  To be recognized as a WMBE, register on the City’s Online Business Directory.  Federally funded transportation projects require a Disadvantaged Business Enterprises (DBE) program; for that program, firms must be certified by the Washington State Office of Minority and Women Business Enterprises (OMWBE).
7.28 Insurance Requirements.
Any special insurance requirements are provided as an Attachment. If attached, provide proof of insurance and additional insured endorsement policy language to the City before Contract execution.  The apparent successful Consultant must promptly provide proof of insurance to the City upon receipt of the notice of intent to award.    
Consultants are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, if the Consultant is selected as a finalist.  Consultants may elect to provide the requested insurance documents within their submittal.
[bookmark: _Toc521141126][bookmark: _Toc524484973][bookmark: _Toc524754160][bookmark: _Toc526492402][bookmark: _Toc528557457][bookmark: _Toc529153517][bookmark: _Toc30899415]7.29 Proprietary Materials.
The State of 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 considered public records.  These records include but are not limited to bid or proposal submittals, agreement documents, contract work product, or other bid material.  

The State of Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless that RCW or another Washington State statute specifically exempts records from disclosure.  Exemptions are narrow and explicit and are listed 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://app.leg.wa.gov/rcw/default.aspx?cite=42.56. 

If you have any questions about disclosure of the records you submit with your bid, contact the Procurement Contact named in this document. 

Marking Your Records Exempt from Disclosure (Protected, Confidential, or Proprietary)
As mentioned above, all City of Seattle offices (“the City”) are required to promptly make public records available upon request.  However, under Washington State Law some records or portions of records are considered legally exempt from disclosure and can be withheld.  A list and description of records identified as exempt by the Public Records Act can be found in RCW 42.56 and RCW 19.108.

If you believe any of the records you are submitting to the City as part of your bid/proposal or contract work products, are exempt from disclosure you can request that they not be released before you receive notification.  To do so you must complete the City Non-Disclosure Request Form (“the Form”) provided by the City (see page 4 on the Consultant Questionnaire) and very clearly and specifically 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 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.  Do not identify an 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 the Form.  Only the specific records or portions of records properly listed on the Form 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 specifically listed on the Form, the City will notify you in writing of the request and will postpone disclosure.  While it is not a legal obligation, the City, as a courtesy, will allow you 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. 

The City will not assert an exemption from disclosure on your behalf.  If you believe a record(s) is exempt from disclosure you are obligated to clearly identify it as such on the Form and submit it with your solicitation.  Should a public record request be submitted to City Purchasing for that record(s), you can then seek an injunction under RCW 42.56 to prevent release.  By submitting a bid document, the Consultant acknowledges this obligation; the Consultant also acknowledges that the City will have no obligation or liability to the proposer if the records are disclosed.

Requesting Disclosure of Public Records
The City asks Consultants and their companies to refrain from requesting public disclosure of bids until an intention to award is announced.  This measure is intended to protect the integrity of the solicitation process particularly during the evaluation and selection process or in the event of a cancellation or re-solicitation.  With this preference stated, the City will continue to be responsive to all requests for disclosure of public records as required by State Law.  If you do wish to make a request for records, visit https://www.seattle.gov/public-records/public-records-request-center. 
7.30 Ethics Code.
Familiarize yourself with the City Ethics code:  http://www.seattle.gov/ethics/etpub/et_home.htm.    For an in depth explanation of the City’s Ethics Code for Contractors, Vendors, Customers and Clients, visit: http://www.seattle.gov/ethics/etpub/faqcontractorexplan.htm. Any questions should be addressed to Seattle Ethics and Elections Commission at 206-684-8500.  

7.30.1 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 of this is giving sporting event tickets to a City employee who is also on the evaluation team of a solicitation to which you submitted or intend to submit. 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.  
 
7.30.2 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.  

7.30.3 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.

7.30.4 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.  

7.30.5 Campaign Contributions (Initiative Measure No. 122).
Elected officials and candidates are prohibited from accepting or soliciting campaign contributions from anyone having at least $250,000 in contracts with the City in the last two years or who has paid at least $5,000 in the last 12 months to lobby the City.  See Initiative 122, or call the Ethics Director with questions.  For questions about this measure, contact: Polly Grow, Seattle Ethics and Elections, 206-615-1248, or polly.grow@seattle.gov.
7.31 Background Checks and Immigrant Status.
Workers that will be performing the work under this Contract must successfully pass the City’s and Seattle Municipal Court’s (SMC) background checks. The City has strict policies regarding the use of background checks, criminal checks, immigrant status, and/or religious affiliation for contract workers.  The policies are incorporated into the contract and available for viewing on-line at  http://www.seattle.gov/city-purchasing-and-contracting/social-equity/background-checks. 

The SMC background check includes a criminal history background review, fingerprinting, and reference checks. 
8. [bookmark: _Toc14258402][bookmark: _Toc521141123][bookmark: _Toc524484970][bookmark: _Toc524754157]Response Materials and Submittal.
Prepare your response as follows.  Use the following format and provide all attachments.  Failure to provide all information below on proper forms and in order requested, may cause the City to reject your response.
1. Mandatory - Consultant Questionnaire:  
Submit the following in your response, even if you sent one to the City for previous solicitations.


2. Optional - Letter of interest:
Consultant may include a Letter of Interest no longer than a single 8.5” x 11” page.  However, since this is optional, the City does not guarantee it will be read and it will not be counted in the page limits, evaluation or scoring.
3. If Applicable - Proof of Legal Business Name: 
Provide a certificate 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 all forms below, use the proper company legal name. Your company’s legal name can be verified through the State Corporation Commission in the state in which you were established, which is often located within the Secretary of State’s Office for each state.  For the State of Washington, see  http://www.secstate.wa.gov/corps/
4. Mandatory – Minimum Qualifications:  
Complete this page that lists each Minimum Qualification, and exactly how you achieve each minimum qualification.  Provide attachments or additional information as requested.  Remember that the determination you have achieved all the minimum qualifications is made from this page.  The Procurement Contact is not obligated to check references or search other materials to make this decision.  


5. Mandatory – Consultant Inclusion Plan:  
You must submit the following in your response. Click on the following link to open the Consultant Inclusion Plan: 


6. Mandatory - Proposal Response: 
This document details the submittal requirements for your proposal response. Proposal Responses must be limited to twenty (20) pages total. Any pages that exceed the page limit will be excised from the document for purposes of evaluation.


7. Mandatory – Cost and Pricing:  
[bookmark: _Hlk513127184][bookmark: _GoBack]State the firm fixed price to perform the Work.  Also, provide a rate sheet for different kind of resources and expertise.  The rate sheet will not be evaluated, but the City reserves the right to utilize the pricing on the rate sheet throughout the duration of the Agreement. Travel costs for Consultant shall be at no cost to the City; City will not reimburse the Consultant for any Consultant costs associated with travel.


8. Submittal 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. Mandatory – Consultant Questionnaire.
2. If Applicable – Proof of Legal Business Name
3. Mandatory – Minimum Qualifications Sheet
4. Mandatory – Consultant Inclusion Plan 
5. Mandatory – Proposal Response (see Proposal Response Section, above)
6. Mandatory – Cost and Pricing 
7. Optional – Letter of Interest.  Consultant may include a Letter of Interest no longer than a single 8.5” x 11” page.  However, since this is optional, the City does not guarantee it will be read and it will not be counted in the page limits, evaluation or scoring.
9. [bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498][bookmark: _Toc14258403]Selection Process.
Round 1:  Minimum Qualifications and Responsiveness:  The City will first review submittals for initial decisions on responsiveness and responsibility.  Those found responsive and responsible based on this initial review shall proceed to Round 2.  The Consultant Questionnaire, Equal Benefits, and Minimum Qualifications will be screened in this round to determine Consultant responsiveness.
Round 2: Written Proposal Evaluation:  The City will evaluate written proposals using the criteria below.  Responses will be evaluated and scored across three areas: Proposal Response, Cost Proposal, and Inclusion Plan.  Proposals that cluster within a competitive range, in the opinion of the evaluation team, shall continue to Round 3.   The City has the option to find proposals highly deficient in an area or whose price is significantly higher/lower than the others as uncompetitive.
	
	Written Evaluation Criteria:

	Proposal Response
	135

	Cost Proposal 
	45

	Inclusion Plan 
	20

	Total Points 
	200




Cost Proposals will be evaluated based on the proposed total cost for three (3) years of Professional Services. Cost Proposal will be scored as follows:  The lowest cost proposal will receive the maximum amount of points available.  Cost has a maximum of 45 points.  Higher cost proposals will receive a percentage of the maximum amount of points available.  The following calculation will be used to assign points:  Lowest Price / Proposed Price x Max Points = Points Awarded.

Cost Example: Consultant 1 $100,000 cost proposal, Consultant 2 $225,000 cost proposal.

Consultant 1: $100,000 (lowest cost) / $100,000 (proposed cost) x 45 (max points available) = 45 (points awarded)

Consultant 2: $100,000 (lowest cost) / $225,000 (proposed cost) x 45 (max points available) = 20 (points awarded)

The Inclusion Plan will be evaluated and assigned a score by the evaluation team.  

Round 3: Interviews: The City, at its sole option, may require that Consultants that cluster within a competitive range participate in an interview in Seattle.  Should only a single Consultant remain active and eligible to provide an interview, the City shall retain the option to proceed with an interview, or may waive this Round. Consultants invited to interviews are to bring the key personnel named by the Consultant in the Proposal and may bring other key personnel.  The Consultant shall not bring individuals who do not work for the Consultant or are not on the project team without advance authorization by the Procurement Contact.  The interviews will be scored using the points below.  Points from Round 2 will not be carried over to Round 3.

		Evaluation Criteria:

	Points possible from Interview
	160

	TOTAL POSSIBLE POINTS
	160




Round 4: Reference Checks:  At the City’s option, the City may contact one or more professional references that have been provided by the Consultant or other sources that may not have been named by the Consultant but can assist the City in determining performance.  If reference checks are conducted, they will be scored on a pass/fail basis.

Round 5: Selection:  The City shall select the highest ranked Consultant for award from the written proposal round or the interview (if applicable).  The City reserves the right to make a final selection based on the overall consensus of the evaluation team.

Round 6: Agreement Negotiations:  The City may negotiate elements of the proposal as required to best meet the needs of the City, with the apparent successful Consultant.  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).

Right to Award to next ranked Consultant: If a contract is executed resulting from this solicitation and is terminated within 90-days, the City may return to the solicitation process to award to the next highest ranked responsive Consultant by mutual agreement with such Consultant.   New awards thereafter are also extended this right.  

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. [bookmark: _Toc14258404]Award and Contract Execution. 
The Procurement Contact will provide timely notice of an intent to award to all Consultants responding to the Solicitation. 
10.1 Protests.
Interested parties that wish to protest any aspect of this RFP selection process shall provide written notice to the Procurement Contact.  
10.2 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.  See the City website at http://www.seattle.gov/city-purchasing-and-contracting/solicitation-and-selection-protest-protocols.  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.   
10.3 No Debriefs.
[bookmark: _Toc79482493][bookmark: _Toc85261728]The City issues results and award decisions to all Proposers. The City will not provide debriefs for this RFP.
10.4 Instructions to the Apparently Successful Consultant(s).
The Apparently Successful Consultant(s) will receive an Intent to Award Letter from the Procurement Contact 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.
10.5 Checklist of Requirements Prior to Award.
The Consultant(s) should anticipate the Letter will require the following items, at a minimum.  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
· Evidence of Insurance (if required)
· Special Licenses (if any)
10.6 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.  http://www.irs.gov/pub/irs-pdf/fw9.pdf
10.7 [bookmark: businesscase][bookmark: taxpayeridandw9formappendix]Insurance Requirements. 
	Proof of insurance is required, link to Insurance Transmittal Form below.


10.8 Standard Consultant Contract Template
Found here: 
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[bookmark: _Toc14260858]Definitions

		“Professional Services”

		The project management services provided by the Consultant as set forth in this SOW.



		“Project Management”

		A program manager representing the City who practices project management based on industry standards, using the current Project Management Institute (PMI) Project Management Body of Knowledge (PMBoK) practice guide, and following the City IT Portfolio (CITP) process and requirements.  



		“Project Partners”

		The vendors who are engaged on the project and includes Seattle Municipal Court, Thomson Reuters, and other independent contractors. 



		“Project Assurance” or “PA”

		The program in the Seattle IT Strategy & Planning Division that provides services to the Portfolio and PMO to reduce risk with project delivery.



		“External Project Assurance” or “EPA” or “Professional Services”

		A third-party consultant hired by the City who reduces the risk to project delivery by providing quality planning using the City’s standard quality assessment areas, quality standards, and quality metrics baseline, determining project risk using the City’s risk threat standard and then using such standards for cyclic quality control auditing, frequent Plan-Do-Check-Act (adjust) tasks, and conduct cyclic risk assessments followed by a “lessons learned” and closeout.



		“Race Equity Toolkit” or “RET”

		The City’s tool used for race and social justice in projects and provides step by step actions to achieve the RET objectives and is meant to be ongoing and will be handed off to operations after completing for further implementation and adoption of the outcomes which may be required for the projects.



		“SAC” or “Service Acceptance Criteria”

		A set of criteria that protects the overall environments (on/off premise) when introducing change.  It ensures that projects are aware of the criteria required to be met with the implementation of new or changed services or products.  The SAC is used as a tool for projects which identifies the project deliverables that are required to support the successful transition of the change into the overall environments for production; specifically, in terms of effective establishment and support of the ongoing operational environment to support the change.



		“SharePoint Online” or “SPO”

		The City’s SPO used for project collaboration for Project Partners and the City.







[bookmark: _Toc14260859]Administration

Location of Services

Professional Services contracted under this Statement of Work (SOW) are performed onsite. 

The Consultant Project Contact

		

		US Post Office - Mailing Address



		<insert name and contact information for consultant>



		<insert mailing address>









City Project Contact

		

		US Post Office - Mailing Address



		Rebeca Dawn, Seattle IT Special Projects

		City of Seattle | Seattle IT | ATTN: Rebeca Dawn | 700 Fifth Avenue | Seattle, Washington, 98104







[bookmark: _Toc14260860]Executive Summary

This Work Order establishes the SOW and sets forth a scope and definition of the Professional Services provided by <Consultant> “Consultant” to the City of Seattle “City”.  The Consultant shall report to the Project’s Executive Sponsor. Seattle Municipal Court is replacing its legacy municipal court information system, MCIS, with a modern and adaptable case management solution that will increase accessibility and improve court business processes. The overall project aims to implement an enterprise wide technology solution that meets the business needs of the court and the broader criminal justice community. The MCIS 2.0 project is co-sponsored by Seattle Municipal Court and City of Seattle Information Technology. This SOW workstream will focus on managing the implementation of MCIS 2.0; a digital and business transformation project. This SOW is considered work order (#01) for the Professional Services for Program Management supporting the MCIS 2.0 project and is part of the contract between the City of Seattle and the Consultant.  In the event of a conflict between the contract and this work order, this work order shall govern.

It is estimated that the selected Consultant will start at the signing of the work order and the services will continue through six (6) months post Go-Live, approximately three years from project kick-off with the vendor. Depending on project readiness, this term limited assignment may be extended. It is expected that the Consultant perform Professional Services onsite at Seattle Municipal Court for the term of this Contract.

[bookmark: _Toc14260861]Overview

[bookmark: _Scope_Summary]Scope Summary

The Consultant holds responsibility for Program Management across all areas of the project and is expected to provide the Program Management rigor in the engagement with Project Partners and City teams throughout the project stages and implementation as defined in the Project Management Scope section providing leadership, strategy, and business management. Scope of Work and Consultant responsibilities may be modified during Contract negotiations.

The City does not anticipate change orders unless the project requires being put on hold, being canceled, schedule compressions, or extensions which will require a change to recurring tasks and the Change Control Process will be used for any amendments.

Goals & objectives

The selected Consultant will be required to achieve the following goals and objectives as well as the other requirements specified in the Contract.

On-Time and in Budget Completion: The selected Consultant is expected to achieve completion of the Project that is consistent with the Project’s approved schedule and budget.

Financial Control: The selected Consultant is expected to manage the Project budget and expenditures, and ensure that the Project is delivered in a cost-effective manner that is consistent with the Project’s approved budget.

Scope Control: The selected Consultant is expected to provide project leadership, best practices, and tools to guide and effectively collaborate with SMC to design, implement, test, train, deploy, and stabilize a complete operational, integrated case management system according to the requirements, specifications, and functionality set forth in the Solution Procurement RFP and Solution Procurement Contract.

Primary Staff & Day-to-Day Operations 

The Consultant is responsible for managing the overall project lifecycle ensuring baseline and contractual timelines are met by collaborating with the Project Partners and the City’s project team throughout the project duration and within the project budget. The Consultant will be the primary point of contact for the project representing the City.  The Consultant is accountable for the Consultant responsibilities and outcomes in the Project Management Scope section.  

· Manage complex programs and projects spanning multiple stakeholders, business partners, city departments and agencies.

· Responsible for, or assist in, drafting reports and recommendations that may be required by the Court for its own purposes and/or to address the concerns of other stakeholders.

· Work with selected vendor's team to ensure an integrated project plan is created and followed.  

· Manage project management team and enable a high-performing operating culture to deliver successful project outcomes.

· Deliver full scope of project(s) on time and within budget.

· Apply project management skills including direction, monitoring, and general oversight for project teams, vendors, contractors, consultants and staff. 

· Develop and oversee development of detailed project plans containing a well-defined work breakdown structure, activities & tasks, dependencies, a resource-loaded schedule, resource plan, risk management plan, quality plan, acceptance plan, financial plan, communications plan and procurement plan. As projects require, develop logistics plans, training plans, or other specialized plans. All such information shall be maintained on the Project’s SharePoint site, including documentation and correspondence related to project administration (correspondence related to schedule, scope, and other claims/disputes).  

· Supervise execution activities such as monitoring and controlling overall plan and deliverables; provide monthly report to stakeholders and management on status of schedule, cost, quality, change, risks & issues, readiness, acceptance, and an executive summary that identifies the key issues and actions that must be taken in the next sixty (60) days.

· Review change requests and proposals, make recommendations regarding change requests and other proposals, and assist the Court in responding to such requests.  This will include negotiating changes with the affected contractors and preparing the necessary documents. 

· Review invoices submitted by contractors for accuracy and completeness and shall make recommendations as to payment. 

· Meet financial objectives by forecasting requirements; preparing the project's annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.

· Ensure business analysis activities are completed during project management that:

· Demonstrate requirements are developed, maintained, and traced;

· Ensure the voice of the business is heard;

· Fully define and adopt processes required during the project deployments; and

· Develop or document operational business processes, operational support plans, and operational governance frameworks affected by the outcome of the projects prior to closeout.

· Conduct project closeout activities including lessons learned, requirement/scope validations, schedule and budget performance, the handover to O&M (operations and maintenance), and closeout of all contracts and financial reporting.

· Participate as a contributing member of Seattle IT by raising project management standards and following the city's Project Stage Gates throughout the lifecycle of this project.

Holds Accountability for Organizational Standards Compliance

Ensure compliance with PMO methodologies and guidelines

Link organizational governance with project governance (e.g. Security, Risk, & Compliance, Privacy, etc.)

Manage the Race Equity Toolkit Process & Outcomes (as required)

Ensure communications, shared reviews, and approvals are completed throughout the project lifecycle and in conjunction with the Service Acceptance Criteria (SAC) development with the ongoing operations & maintenance units in the Engineering and Applications divisions

Follow the City’s Service Desk requirements for production launch

Facilitate the Solution Architecture Design and Enterprise Architecture Sign off 

Participates in Project Assurance (PA) Processes (as needed)

Participates in the PA requests for information

Follow the PA standards for quality assessment areas, quality standards, quality metrics baseline as such standards evolve in 2019 and in the future

May participate in a PA project recovery effort

Provides feedback to the PA program

Participates in External Project Assurance (EPA) Processes (as needed)

Participates in the EPA consultant startup and planning

Meets regularly with the EPA consultant for quality check-in as required

Include risks identified by the EPA consultant in the RAID log and conducts integrated risk response

Respond to project quality standard metrics identified in low and medium risk areas

Follow-up on actions for project quality management issue resolution

Gives project quality management consultant access to project information and resources

Schedules meetings on behalf of the quality management consultant as needed

Project management lifecyle of activities

This section describes the overall project management lifecycle of activities and the Consultant responsibilities and outcomes based on Project Management Institute (PMI) Project Management Body of Knowledge (PMBoK) Guidelines, City methodologies, City best practices. 

		The Consultant Responsibilities

		Outcomes

		



		Define the Project

		Implementation Approach

Procurement Approach

Project Approach

Project Structure

Governance

Decision Structure

Charter

Constraint Priorities

Initiation Stage 



		Plan the Project

		Management Plans (Scope, Schedule, Cost, Quality, Human Resources, Communications, Risk, Procurement, Stakeholder)

Procurements (e.g. request for proposals as needed)

Implementation Methodology

Project Plan/Schedule (loaded resources) Baseline

Planning Stage 



		Execute the Project

		Perform Integrated Project Management 

		Integrated Change Control

Organizational Change Control (IT)

Updated Schedule

Updated Controls

Management Plan Revisions/Corrections

Weekly Performance Deviation Reporting

Project Recovery



		

		Perform Scope Management

		Requirements Traceability Matrix

Work Breakdown Structure

Execute Scope Management



		

		Perform Schedule Management

		Project Plan/Schedule Updates

Execute Schedule Management



		

		Perform Financial Management

		Project Cost Estimate

Financial Workbook Completion (spending plan)

Financial Tracking

Cost Management Execution



		

		Perform Quality Management

		Project-wide Deliverable Acceptance Plan (Project Partner and/or City provided)

Product Assurance Plan (product testing)

Quality Management Execution



		

		Perform Human Resource Management

		Loaded Human Resources in Project Schedule

Updates to Human Resource Managers

Resource Management (for project) Execution



		

		Perform Communications Management

		City Council Reporting (as needed)

City Budget Office Reporting (as needed) 

Weekly Status Report

Maintain Portfolio Records

Meeting Agendas/Notes

Communication Plan Events

Communications Execution



		

		Perform Risk Management

		Conduct Risk Identification Workshop

Conduct Risk Response Workshop

Risk Identification, Analysis

Risk Response

Risk Owner Assignment

Risk Baseline

Risk Integration with Project Quality Consultant Risks (as needed)

Weekly Risk True-up

Risk Management Execution



		

		Perform Procurement Management

		Solicitation Processes

Vendor Management

Procurement Management Execution



		

		Perform Vendor Management

		Overseeing vendor activities and responsibilities

Change Control

Vendor performance



		

		Perform Stakeholder Management

		Stakeholder Analysis

Coalition of Sponsors for Business Readiness

Stakeholder Management Execution



		Close the Project

		Transition operations to business

Closeout the Project

		Assess business readiness to transition to steady state operations

Lessons Learned

Closeout Report







[bookmark: _Toc12028935][bookmark: _Toc14260862]MCIS 2.0 Profile

The project profile holds known information about the project at the time of this SOW signing and may change as the project finalizes the planning baselines.  The purpose of the project profile is to indicate scope and complexity for Program Management services.   

		Topic

		Assessment



		Project Name

		MCIS 2.0 Replacement Project



		Project Description

		Municipal Court Information system (MCIS) is one of the last City legacy systems, developed internally in 1990 using IBM's Informix platform to capture key court case events, as well as for parking and infractions, probation and defendant financial accounts. Seattle Municipal Court (SMC) is mandated by law to provide a continuous permanent record of court case events, including dates, hearings, and outcomes.  The purpose of the MCIS 2.0 Replacement Project is to plan and implement an enterprise-wide court Case Management System (CMS) that will meet the business needs of Seattle Municipal Court (SMC) and the broader criminal justice community.  The project is divided into two phases: Phase I, which consists of selecting a software solution; and Phase II, which consists of configuring or modifying the software solution and implementing the new system enterprise-wide.  The project is currently wrapping up Phase I and a contract was signed in June 2019.



		Primary Customer

		Seattle Municipal Court



		Start Date

		04/01/2016



		Estimated "Go Live" date

		06/30/2021



		Completion Date

		12/31/2021



		Current Product Stage

		Requirements and Business Analysis



		Current Project Stage

		Execution with solution provider contract (signed) starting in July 2019



		Public Facing

		Yes



		Number of Governmental Entities

		1 (plus departments associated with data interfaces)



		Investment Type (sustaining, enhancing, transforming)

		Transforming



		External Project Dependencies

		[bookmark: _Hlk14255336]Administrative Office of the Court’s (AOC) Enterprise Data Exchange (EDE) has dependency on legislation being passed to fund AOC’s resourcing.  With all interface touchpoints outside of Courts control, the Courts will be dependent for touchpoint assistance.  In addition, there are 4 distinct projects running in parallel that may require additional coordination for interface touchpoints (New jail management system being implemented by the King County Department of Adult and Juvenile Detention (KCDAJD), the New Records Management System with the Seattle Police Department (SPD) as it continues to implement further phases, the Seattle City Attorney’s Office (CAO) which is implementing a new case management system, and the new vendor for Interactive Voice Response (IVR) which is out for RFP.)



		Internal Visibility (High, Medium, Low)

		High



		Procurement Approach

		RFP (contract signed, onboarding vendor).



		Criticality (Minor, Discretionary, Key Enhancement, Mission Critical, Legal/Regulatory, Life/Safety)

		Mission Critical and involving legal/regulatory.



		Change to Business Process (Minor, Major)

		Major



		Number of Interfaces in Scope

		24



		Data Conversion and/or Migration in Scope (Y/N)

		Yes



		Number of Sponsors

		2 (1 executive sponsor (SMC), 1 project sponsor (SMC)



		Number of Steering Committee Members

		12



		Number of Project Team Members

		15



		Number of Business Subject Matter Experts (SME)

		100+



		Count of Users Impacted

		250



		Warranty Period/Stabilization (months)

		60 days (minimum)



		Count of Labor Unions Representing Users Impacted

		5







[bookmark: _Toc14260863]Assumptions

Engagement Assumptions

· The project start date shall occur immediately after the contract signing and the Consultant has capacity to allocate and assign resources.

· The Consultant will perform Professional Services onsite at Seattle Municipal Court for the term of this Contract.

· Primary communication between the Consultant, Project Partners, and the City team is in person, phone, or electronic methods of E-Mail, chat and web conferencing.  

· The City’s collaboration tools are based on Microsoft O365 (e.g. Skype, SharePoint Online (SPO)) and the Consultant shall use the Microsoft tools.

· The project SPO site, “team site”, is the central location for project artifacts, work products, and deliverables.

· City staff and existing project artifacts and deliverables will be made available for onboarding.

· MCIS 2.0 project branding (uses co-branding of both Seattle IT and Seattle Municipal Court) is used for all artifacts and work products and templates are provided to the Consultant.

· Where issues arise that are not resolvable by the project team or other groups defined in the project structure, the Issue Resolution Process will be initiated as defined in this SOW.

· Where changes are required to this SOW, the Change Control Process will be initiated as defined in this SOW.

Project Management Assumptions

· The Consultant provides feedback to the Project Sponsor, Client Service Director/Advisor, Program Manager of Special Projects, and Portfolio teams on suggested improvements on the MCIS 2.0 project team processes, Quality processes, and/or the Project Quality processes.

· The project plan/schedule is managed using Microsoft Project.  

· The Consultant will meet frequently with project sponsors, steering, teams, business SMEs, and key stakeholders as defined in the communications plan.

· All risk, assumption, issue, and decision items are managed on one single Risks, Actions, Issues, & Decisions (“RAID”) log in the City’s SPO environment and on the City IT Portfolio (CITP) issues/risk log for key issues/risks.

· All decisions are signed off and logged on the RAID.  For major decision with alternatives, a standard Decision Paper is used.

· City IT Portfolio (CITP) stage gate process and requirements are followed during the lifecycle of the project.  New releases of the CITP stage gate process or requirements must be adhered to.

· The Consultant maintains status on the Project portfolio record and attaches key documents monthly as required by the City’s portfolio team.

· Project controls are actively managed, schedules and logs are trued up weekly.

· The Consultant shall provide the City with a weekly status report, based on the PMO standard format and reflecting the trued-up project controls for the week.

· Collaboration with the Project Partners and the City teams occurs for weekly true up.

· Provide shared reviews for project deliverables and artifacts with the MCIS 2.0 project team, PMO, Applications (as needed), Engineering (as needed), Enterprise Architecture (as needed), Security, Risk, & Compliance (as needed), Privacy, and City project teams.

· CJIS background check, training, and certification will be completed before accessing any court data.

· Data shared and accessed by the Consultant will be used only in context of project activities and will not be shared with any parties that are not approved to access the data and that have not completed the CJIS background check, training, and certification.

· If court data is unintentionally disclosed, the Consultant will notify the Court’s Public Information Officer, Court’s Director of Technology, and the City immediately and make every effort to ensure all data that was unintentionally disclosed is destroyed.

Scheduling Assumptions

· Team meetings or work sessions are generally scheduled between 8am and 5pm PST.

· The Consultant shall hold primary responsibility for the scheduling of the City teams in support of assigned project activities.

· When scheduling the project work the City’s holidays and the weeks therein are considered to ensure that the City staff are available. Observed City holidays are: New Year’s Day, Martin Luther King Jr’s Birthday, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Veterans’ Day, Thanksgiving Day, Day after Thanksgiving, and Christmas Day.

Staffing Assumptions

· The Consultant has access to the project teams and business subject matter experts to coordinate and communicate the project status and needs.  

· Overtime for the City staff is generally not approved and specific overtime needs will require approvals.

· The Consultant shall not supervise the City employees.

· The Consultant shall inform the City when it intends to use sub-contractors (if any).  Sub-contractors are subject to regulatory and/or security principles.

· City employees who are allocated to the project based on skill needs are accountable to the responsibilities for their role as defined and approved throughout the Project Artifacts produced by the Consultant (charter, resource plan, responsibilities assignment matrix, etc.).

Project Facilities and Equipment

· Laptop, monitor, docking stations are provided

· Wireless Internet is provided

· Desk phones may be provided

· Workspace is provided for onsite work

· Mobile phone is not provided

· Conference rooms available for scheduling

· Printers and copy stations are provided

[bookmark: _Project_Management_Scope][bookmark: _Toc14260864]Security and Confidentiality

1. Security and Confidentiality

1.1 Definitions

 “Authorized Persons” means (i) authorized Contractor employees; and (ii) authorized Sub-Contractors who have a legitimate need to know or otherwise access Data and Confidential Information to enable Contractor to perform its obligations under this Contract, and who are bound in writing by confidentiality obligations sufficient to protect Data and Confidential Information in accordance with the terms and conditions of this Contract.

“Data” means all information provided to <Consultant> by or at the direction of the City, or to which access was provided to <Consultant> by or at the direction of the City, in the course of <Consultant>’s performance under this Contract.

“Confidential Information” means Data provided to <Consultant> by or at the direction of the City, or to which access was provided to <Consultant> by or at the direction of the City, in the course of <Consultant>’s performance under this Contract that: (i) identifies or can be used to identify an individual (including, without limitation, names, signatures, addresses, telephone numbers, e-mail addresses and other unique identifiers); or (ii) includes, but is not limited to, the subject matter of the Services, research, plans, donor names and lists, software, developments, processes, technology, designs, drawings, materials, and budgets or other financial information either disclosed by the City (whether conveyed in writing, orally or through other tangible materials) or developed or discovered by or for <Consultant> in the course of performing the Services. Data and Confidential Information does not include any of the foregoing items that has become publicly and widely known and made generally available through no wrongful act of the <Consultant> nor of others who were under confidentiality obligations as to the item or items involved.

“Security Breach” means (i) any act or omission that compromises either the security, confidentiality, or integrity of Confidential Information or the physical, technical, administrative or organizational safeguards put in place by the <Consultant>, City, or any Authorized Persons that relate to the protection of the security, confidentiality, or integrity of Confidential Information, or (ii) receipt of a complaint in relation to the privacy practices of <Consultant> or a breach or alleged breach of this Contract relating to such privacy practices. 

“Sub-Contractor” means any third-party consultant, manufacturer, service provider, or other entity that is not the named Consultant in this Contract that is or may be subject to <Consultant>’s performance of this Contract.

1.2 Data Use

a. <Consultant> acknowledges and agrees that, in the course of its engagement by the City, <Consultant> may receive or have access to Data and Confidential Information. <Consultant> shall comply with the terms and conditions set forth in this Contract in its collection, receipt, transmission, storage, disposal, use and disclosure of such Data and Confidential Information and be responsible for the unauthorized collection, receipt, transmission, access, storage, disposal, use and disclosure of Data and Confidential Information under its control or in its possession by all Authorized Employees. <Consultant> shall be responsible for, and remain liable to, City for the actions and omissions of all Authorized Persons, employees, Sub-<Consultant>s, and any other parties under <Consultant>’s control or direction concerning the safeguarding and treatment of Data and Confidential Information. <Consultant> may use the Data and Confidential Information strictly as necessary to carry out its obligations under this Contract, and for no other purpose.

City Data and Confidential Information is deemed to be Data and Confidential Information of the City and is not Data and Confidential Information of the <Consultant>. In the event of a conflict or inconsistency between this Section and any other section or exhibit related to confidentiality and compliance with laws, the terms and conditions set forth in this Section shall govern and control. 

<Consultant> shall acquire no rights to Data and Confidential Information.  <Consultant> shall not, without the prior written approval in each instance, disclose Data and Confidential Information to any third party nor use Data and Confidential Information for any purpose, except as provided in this contract.  <Consultant> agrees not to make or permit to be made any copies or duplicates of any Data and Confidential Information except as the City may otherwise expressly request.  Upon completion of the Services, <Consultant> shall bring together and deliver to the City all Data and Confidential Information.

b. In recognition of the foregoing, <Consultant> agrees and covenants that it shall: (i) keep and maintain all Data and Confidential Information in strict confidence, using such degree of care as is appropriate to avoid unauthorized access, use or disclosure; (ii) use and disclose Data and Confidential Information solely and exclusively for the purposes for which the Data and Confidential Information, or access to it, is provided pursuant to the terms and conditions of this Contract, and not use, sell, rent, publish, present, discuss, transfer, distribute, or otherwise disclose or make available Data and Confidential Information for <Consultant>’s own purposes or for the benefit of anyone other than the City, in each case, without the City’s prior written consent; and (iii) not, directly or indirectly, disclose Data and Confidential Information to any person other than Authorized Persons, including any, subcontractors, agents, service providers, or consultants (an “Unauthorized Third Party”) without express written consent from the City, unless and to the extent required by government authorities and applicable laws. In which case, <Consultant> shall (i) notify the City in advance of any disclosure; (ii) be responsible for and remain liable to City for the actions and omissions of such Unauthorized Third Party concerning the treatment of such Confidential Information as if they were <Consultant>’s own actions and omissions.

c. <Consultant> warrants and represents that it shall store and process City Data and Confidential Information only in the continental United States.

d. All ownership, copyright, patent rights, trade secrecy, publicity rights, merchandizing rights, moral rights, and other rights and intellectual properties of every kind in any and all deliverables, works, inventions, conceptions, techniques, and other items, including Data and Confidential Information that have been or may hereafter be made or conceived by the <Consultant> or the <Consultant>’s personnel in the course of performing the Services or that otherwise arise out of or relate to any of the Services performed by the <Consultant> or the <Consultant>’s personnel (collectively, the “Work Product”) shall be the rights and property solely of the City, whether developed independently by the <Consultant> or jointly with others, and whether or not the City uses, registers, or markets the same.  All Work Product shall become part of the Data and Confidential Information and shall be protected under the terms hereof.  <Consultant> hereby transfers and assigns the Work Product and all right, title and interest therein to the City.  <Consultant> shall communicate to the City the existence of any and all Work Product promptly and fully upon its conception, creation, development, or discovery.  

1.3 Data Security

a. <Consultant> represents and warrants that its collection, access, use, storage, disposal and disclosure of Data and Confidential Information does and will comply with all applicable federal, state, and local privacy and data protection laws, as well as any other applicable regulations and directives.

b. Without limiting <Consultant>’s obligations in this Contract, <Consultant> shall implement administrative, physical, and technical safeguards to protect Data and Confidential Information that are no less rigorous than accepted industry practices. <Consultant> shall ensure that all such safeguards, including the manner in which Data and Confidential Information is collected, accessed, used, stored, processed, disposed of and disclosed, comply with applicable laws, as well as the terms and conditions of this Contract.

c. At a minimum, <Consultant>’s safeguards for the protection of Data and Confidential Information shall include: (i) limiting access of Data and Confidential Information to Authorized Persons; (ii) securing business facilities, data centers, paper files, servers, back-up systems and computing equipment, including, but not limited to, all mobile devices and other equipment with information storage capability; (iii) creating, distributing, and implementing written policies and procedures designed to protect Data and Confidential Information; (iv) ensuring that all Authorized Persons accessing City Data and Confidential Information sign an affidavit of nondisclosure, and maintain copies of signed affidavits;  (v) training and education on best practices for security and privacy, explicitly including appropriate handling of Data and Confidential Information; (vi) implementing network, device application, database and platform security (including vulnerability management); (vii) securing information transmission, storage and disposal; (viii) implementing authentication and access controls within media, applications, operating systems and equipment; (ix) encrypting Data and Confidential Information stored on any mobile media; (x) encrypting sensitive Data and Confidential Information transmitted over public or wireless networks; (xi) strictly segregating the City’s Data and Confidential Information from information of <Consultant> or its other customers so that the City’s Data and Confidential Information is not commingled with any other types of information; (xii) implementing appropriate personnel security and integrity procedures and practices, including, but not limited to, conducting background checks consistent with applicable law.

d. During the term of each Authorized Person’s employment or other relationship with <Consultant>, <Consultant> shall at all times cause such Authorized Persons to abide strictly by <Consultant>’s obligations under this Contract. <Consultant> further agrees that it maintains a disciplinary process to address any unauthorized access, use, or disclosure of Data and Confidential Information by any of <Consultant>’s officers, partners, principals, employees, Agents, or contractors. Upon City’s written request, <Consultant> shall promptly identify and provide in writing all Authorized Persons.

e. Upon expiration or termination of this Contract, <Consultant> shall securely and permanently destroy any Data and Confidential Information, and any and all hard and soft (electronic) copies thereof.  <Consultant> agrees to require all Authorized Persons using the Data and Confidential Information to comply with the provision.  <Consultant> agrees to document the methods used to destroy the Data and Confidential Information, and provide certification to the City when all the Data and Confidential Information is destroyed.  The obligations under this subsection 1.2 shall survive the termination or expiration of this Contract.

1.4 Security Breach

a. <Consultant> shall: (i) notify the City of a Security Breach as soon as practicable, but no later than twenty-four (24) hours after <Consultant> becomes aware of a suspected or actual Security Breach; and (iii) notify the City of any Security Breaches by telephone at the following number: (206) 684-4357; e-mailing the City with a read receipt at ciso@seattle.gov and with a copy by e-mail to <Consultant>’s primary business contact within the City and the Court’s Director of Technology.

b. Immediately following <Consultant>’s notification to the City of a suspected or actual Security Breach, the parties shall coordinate with each other to contain, mitigate, investigate, and respond to the Security Breach. <Consultant> agrees to fully cooperate with the City in the City’s handling of the matter, including, without limitation: (i) assisting with any investigation; (ii) providing the City with physical access to the facilities and operations affected; (iii) providing resources and facilitating interviews with <Consultant>’s personnel and others involved in the matter; and (iv) making available all relevant records, logs, files, data reporting, hard drives, and other media and materials required to comply with applicable law, regulation, industry standards, or as otherwise required by the City.

c. <Consultant> shall take steps to/use best efforts to immediately remedy any Security Breach and prevent any further Security Breach at <Consultant>’s expense in accordance with applicable privacy rights, laws, regulations and standards. <Consultant> shall reimburse the City for actual costs incurred by the City in responding to, and mitigating damages caused by, any Security Breach, including all costs of notice and/or remediation.

d. <Consultant> agrees that it shall not inform any third party of any Security Breach without first obtaining the City’s prior written consent. Further, <Consultant> agrees that the City shall have the sole right to determine: (i) whether notice of the Security Breach is to be provided to any individuals, regulators, law enforcement agencies, consumer reporting agencies or others as required by law or regulation, or otherwise in the City’s discretion; and (ii) the contents of such notice, whether any type of remediation may be offered to affected persons, and the nature and extent of any such remediation.

[bookmark: _City_Project_Roles][bookmark: _Issue_Resolution_Process][bookmark: _Toc14260865]Issue Resolution Process

Project team level issues are managed by the Consultant facilitating resolution with the City and Project Partners and escalating through the project structure and governance.  If a contract issue arises above the project structure, the Consultant Project Contact and the City Project Contact will respond to the issue notification within two (2) business days.  If the issue results in a change order, the Change Control Process will be followed.  If the issue is unresolvable by the project contacts, the issue may be escalated to the project governance structure.

[bookmark: _Change_Control_Process][bookmark: _Toc14260866]Change Control Process

This section describes the procedures to be used for managing change control to this SOW.  Changes are recorded using a Project Change Request (PCR).  Changes may affect the price, schedule or other terms of the SOW and therefore the City Project Contact and the Consultant Project Contact must review and approve for each change request prior to approval and execution.  The Project Partners should be included in the change decision if their respective contracts are impacted by the change of this SOW.

Where Project Change Request (PCR) requires additional fee, a new SOW and work order number is required for The Consultant Professional Services.

Where the PCR does not require a fixed fee, a change order to this SOW is required.

The following Change Control procedure shall be used:

1. A PCR shall be used for communicating the change. The PCR must describe the change, the rationale for the change, and the affect the change shall have on the project. The analysis shall determine the impact the PCR could have on price, schedule, and other terms and conditions of the SOW. 

0. If a PCR requires more than 4-person hours to analyze the approach, cost, and impact to the project schedule, the Consultant provides an estimate of the time required to analyze the PCR. 

1. The Consultant Contact and the Program Manager shall review the proposed change. 

1. The Consultant continues performing the Professional Services in accordance with the SOW until the Program Manager and the Consultant Contact approve the PCR.

1. The Program Manager and the Consultant Contact either reject or approve the PCR for execution, within 10 business days. Such an approval authorizes the additional cost, schedule changes, and shall authorize the PCR to be executed.

1. [bookmark: _GoBack]Information collected for the PCR includes: Project details, change details, change description/drivers, change benefits/costs, impact details, approval details, PCR disposition, and approvals/rejections.
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Consultant’s Name: ______________________________________________________________


City of Seattle Consultant Questionnaire

		Please have an officer or person eligible to represent the Consultant firm fill out this form. Submittal of this Consultant Questionnaire with your proposal or contract is an attestation that the information in this Consultant Questionnaire and within your submittal documents are true and valid. Provide prompt notice to the City if, at any time prior to contract award, any facts need to be corrected.







INSTRUCTIONS: This is a mandatory form. Submit this form with your response. Provide information to the extent this information is available. If your 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.  



		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) (required for federal-aid contracts

		     



		Identify the City and State of your company headquarters

		     







		Consultant Billing Contact Person: Identify the person who will prepare and manage your invoices. This helps the City contract manager offer instructions that ensure your invoices are promptly paid. Be aware that any subconsultants must be paid within 30 days of invoice, regardless of City payment to prime. 



		Person and Title 

		     



		Person’s Phone Number

		     



		Person’s Fax Number

		     



		Person’s E-Mail Address

		     







		Consultant Registration with City of Seattle



		Verify your firm is registered into the City’s Online Business Directory (www.seattle.gov/obd)  and that your Taxpayer ID number and WMBE status are accurate. For help, call 206-684-0383.

		[bookmark: Check2]Yes |_|       No|_|   





		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 work in Seattle). If you fall within that category, will you immediately seek a business license no later than your notice of award and ensure all city taxes are paid current?

		Yes |_|       No|_|   









		Ownership

		



		Is your firm is a sole proprietorship, partnership, corporation, limited liability company, subsidiary, parent, holding company, or affiliate of another firm? If yes, identify type and name of principal

		Yes |_|       No|_|   



		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 without interruption the services desired for this contract?

		     







		Financial Resources and Responsibility

		Specify yes or no. 





		Within the previous five years has your firm been the debtor in a bankruptcy?

		     



		Is your firm in negotiations toward being sold?

		     



		Has your firm been debarred or found non-responsible for contracting with any local, state, or federal governmental agency within the past 5 years?

		     



		Within the previous five years has a governmental or private entity terminated your firm’s contract prior to contract completion for failed performance?

		     



		Within the previous five years has your firm used any subconsultant on a government contract when that subconsultant was debarred by a governmental agency?

		     







		Social Equity compliance

		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?

		     



		Has your firm ever received an unsatisfactory rating from a city department for your performance in achieving women and minority firm good faith efforts? 

		     



		 Does your firm comply – to the extent required - with the following City of Seattle Labor Standards requirements from Seattle Municipal Code Chapter 14:



1) City Paid and Sick Time labor standards, providing paid sick and safe time to eligible employees? Most employers must provide employees who have work hours in Seattle, with accrued paid sick and safe time. Payment of prevailing wages does not ensure compliance (SMC 14.16).

2) Minimum Wage labor standards which set wages for employees working within city limits (SMC 14.19).

3) Wage Theft labor standards which establish basic requirements for payment of wages and tips for employees working within city limits, including providing various payment documentation to employees (SMC 14.20).



If “No” please provide an explanation of the circumstances. The City may audit payroll records or interview workers to ensure compliance. For more information regarding these requirements, see Municipal Code Chapter 14 or http://www.seattle.gov/laborstandards, or call the Office of Labor Standards at 206.684.4500.

		     



		Has your firm ever been found by the City or any government agency, to have underpaid your workers or employees (this includes instances where you may have provided the restitution to make the worker whole)?

		



		
Disputes

		Specify yes or no.



		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 damage 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?

		     







		Involvement by Current and Former City Employees and Organizational Conflicts of Interest

		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? 

		     





		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 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? 

		     



		Vendor certifies that to the best of its knowledge and belief and except as otherwise disclosed, he or she does not have any organizational conflict of interest which is defined as a situation in which the nature of work to be performed under this proposed contract and the bidder's organizational, financial, contractual, or other interests may, without some restriction on future activities:  (a) Result in an unfair competitive advantage to the Vendor; or, (b) Impair the Vendor's objectivity in performing the contract work.

		     



		Miscellaneous Questions

		Specify yes or no. 

 



		Within the previous five years, has your firm or any of its owners, principals, 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 owner, principal, or officer who will perform any of the work for the City been convicted of a crime? 

		



		If a license is required to perform, 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 or been found to have violated licensing laws?

		     



		If hazardous materials are within the work to be performed, has any principal, officer or employee who will perform work for the City had violations of improper disposal of such materials or violations of associated laws, rules or regulations in the previous five years? 

		     



		Is there any other information the City should be aware of regarding your financial, criminal or legal history that has bearing on the work that the City is considering you to perform? For example: conviction or civil judgement 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, any present indictment for, or otherwise criminally or civilly charged by a government entity. 

		     



		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, 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;

		     









		Business History

		List or attach 

 



		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, simply list. 

· If you are a subsidiary of a national firm, summarize contracts for your local office.  

		







		Proposal Expiration

		



		Consultant understands that Offers are valid until the City awards a Consultant Contract or rejects all offers 












City Non Disclosure Request 



If you believe any statements or items you submit to the City as part of this bid/response are exempt from disclosure under the Washington Public Records Act, RCW Chapter 42.56, you must identify and list them below and provide the City with a copy of your bid/response with those portions redacted. Should the City receive a public records request for your bid/response, the City will first release the redacted version of the proposal to the requester. Requesters may accept the redacted proposal or decide to challenge all or some of the exemptions applied by the vendor. If the requestor challenges the exemptions, the City provides you with notice and up to ten days to seek an injunction to prevent the release of the challenged portion of the record.  This notice is a courtesy and not a legal obligation. Only records properly listed on this form and redacted will be protected and withheld for notice. All other records will be considered fully disclosable upon request. 



The City will not withhold information or provide notice simply because your document is marked with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  You must very clearly and specifically identify each statement or item and the corresponding RCW exemption that applies.  You may not identify the entire page, unless the entire page is within the exemption scope. 





|_|    I do not request any information be withheld.



|_|    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

		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.  Please refer to Chapter 42.56 of the Revised Code of Washington for the exemptions.  




Equal Benefits Compliance Declaration (contracts > $52,000)

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). 



[bookmark: Check5]|_|	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. 



[bookmark: Check6]|_|	Option B The Contractor does not make benefits available to either the spouses or the domestic partners of its employees.



[bookmark: Check7]|_|	Option C The Contractor has no employees.



[bookmark: Check8]|_|	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.



[bookmark: Check9]|_|	Option E Open Enrollment Delay. The first open enrollment period for implementing Equal Benefits is not available until after contract execution and Contractor will provide a cash equivalent payment to eligible employees until Equal Benefits can be implemented.



|_|	Option F Cash Equivalent Payment. The Contractor intends to provide a cash equivalent payment to eligible employees in lieu of making benefits available.



|_|	No United States Presence The Contractor does not perform substantial work for the contract in any United State location.



|_|	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 any questions about this requirement or you may call the general office at 206-684-0444. 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 or opposite-sex domestic partnership that is legally recognized in the place of jurisdiction where the union was established, including same-sex marriage, or registered as a Domestic Partner with the employer or 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 2/27/2018
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Professional Services for Program Management

Minimum Qualification Document

The determination you have achieved all the minimum qualifications can be made from this page alone.  The City is not obligated to check references or search other materials to make this decision.  



		Mimimum Qualitification(s)



		· The Consultant must have 10+ years of experience providing expert level project management on highly complex projects. Degree of complexity is reflected in the size of the project, cost of the project, size of project team, depth and breadth of project manager role and responsibility, span of project impact (i.e., enterprise-wide, multi- departmental, or having a major market or external impact).



		Project:

		Description:

		Timeframe:

		Size of Project:

		Cost of Project:

		Depth and Breadth of Program Manager Role and Responsibility:

		Span of project impact:

		Completed by Procurement Contact

Meet Qualification (Yes/No):





		1.

		

		

		

		

		

		

		



		2.

		

		

		

		

		

		

		



		· Provide additional information about the above listed projects below.



		Client Name 

		Description of Project including COTS Based, SaaS, etc.

		Stakeholders Impacted

		Number of Data Sources for Conversion/ Migration

		Number of Interfaces

		Dates (start and end)

		Project Management Methodology Used

		List any subcontractor(s) used for this project



		1.

		

		

		

		

		

		

		



		2.

		

		

		

		

		

		

		

















		Minimum Qualification(s)



		· The Consultant must have provided project management consulting for at least two (2) completed projects within the last seven (7) years (2012-2019) where a business solution was implemented using new technology platforms or major upgraded technology platforms with an organizational impact of at least 250 users.  



		Project:

		Description:

		Timeframe:

		New Technology Platform Implemented (Yes/No, description):

		Major Upgraded Technology Platform implemented

(Yes/No, description):

Number of Users:

		Number of Users:

		Completed by Procurement Contact

Meet Qualification (Yes/No):





		1.

		

		

		

		

		

		



		2.

		

		

		

		

		

		



		· Provide additional information about the above listed projects below.



		Client Name 

		Description of Project including COTS Based, SaaS, etc.

		Stakeholders Impacted

		Number of Data Sources for Conversion/ Migration

		Number of Interfaces

		Dates (start and end)

		Project Management Methodology Used

		List any subcontractor(s) used for this project



		1.

		

		

		

		

		

		

		



		2.

		

		

		

		

		

		

		





























		Minimum Qualification(s)



		· The Consultant must have professional experience in managing a team of professionals to include Project Managers and Business Analysts, developing and deploying project best practices from planning through transition and project closeout, managing projects using various Project Management Methodologies including Software Development Lifecycles (SDLC).



		Project:

		Description:

		Project Phase(s):

		Project Team Breakdown:

		Project Management Methodology Used:

		Completed by Procurement Contact

Meet Qualification (Yes/No):





		1.

		

		

		

		

		



		2.

		

		

		

		

		



		· Provide additional information about the above listed project(s below.



		Client Name 

		Description of Project including COTS Based, SaaS, etc.

		Stakeholders Impacted

		Number of Data Sources for Conversion/ Migration

		Number of Interfaces

		Dates (start and end)

		Project Management Methodology Used

		List any subcontractor(s) used for this project



		1.

		

		

		

		

		

		

		



		2.
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WMBE Inclusion Plan – Consultant Contracts

(SMC CH. 20.42)





















		[bookmark: _GoBack]

Contract Number and Title

		[bookmark: Text11]       



		Consultant Name

		[bookmark: Text13]     



		Consultant Contact Info.

		(Name, Phone, e-mail)                    



		Original Submittal Date

		     



		Revision Version Number

		     



		Revision Version Date

		     







You may add pages or separate pages into a more readable format. 

The Seattle Municipal Code (SMC) and the Mayor’s Executive Order direct inclusion of women and minority firms in City contracting.  This form must be completed in full as part of your solicitation response.  Failure to submit the form may result in rejection of your solicitation as non-responsive and your firm rejected from consideration.  The information must be consistent with team assignments elsewhere in your solicitation response.  During negotiations before contract execution, the City may negotiate scope and teaming; a revised WMBE Inclusion Plan is likely appropriate and becomes the contractually binding version.  Carefully read all instructions embedded and on the back of this form.  In any event, this form is required for all consultant contracts above $305,000. If you are responding to a Request for Proposal or a Request for Qualifications above $305,000 in value, this form will be required with your submittal.  If you are working directly with the department and it is not through a formal solicitation process, you will still have a deadline for submittal before the contract is awarded. 



1. Aspirational WMBE Goals 

In the box below, state the aspirational WMBE goals you intend to achieve for this contract including all phases and amendments. While the goals are aspirational, good faith efforts to develop and achieve goals are mandatory.  Goals developed in good faith are considered attainable with good faith efforts.  A contract amendment may require revisiting this WMBE Inclusion Plan to consider changes that may affect WMBE utilization (see Instructions).  WMBE primes can include self-performance in goals below.  Do not provide a range. If you identify Core Work commitments on page 2, this percentage must be no less than the Core Work commitments. 



		Estimated percentage of the total contract value to Women Owned firms

(Firms that are Women Owned and Minority Owned are denoted in the MBE category line below) 

		[bookmark: Text89]       %



		Estimated percentage of the total contract value to Minority Owned firms

		[bookmark: Text90]       %



		Overall Contract Aspirational WMBE Goal 

		       %
















Your WMBE Team.  Carefully read Instructions on the back of this form. Requests for proposals or consultant work often include core work that is fundamental to contract performance and proposed value-added discretionary work.  Add rows or space as needed.



WMBE Signature: This requires the WMBE sign the Plan or you can simply attach an email to evidence their concurrence.  This ensures WMBE firms understand (1) they are listed on your plan, (2) they are in core or non-core work and implications of that; (3) whether the individual or resume is critical to their participation; and (4) they are aware of risks given scope changes made by the City.



Core Work.  Identify WMBE firms you selected who agreed to perform core disciplines or functions on your team. WMBE firms listed here must be integrated into your team and on your organizational chart (if one is submitted in your solicitation response). The percentage you name below is the minimum share of total contract value.  All WMBE firms named are to be aware of their role and anticipated compensation.  Reasons for a Prime to replace the WMBE firms performing Core Work as key personnel under the contract and their intended share of such work is restricted by a list of acceptable reasons and City approval (see instructions). The City will preserve WMBE utilization in Core Work for these WMBE firms to the extent practicable.  

		Name of WMBE  Firm

		Identify as Women (W) or Minority (M) 

		Minimum value to this WMBE firm out of the total spend 

		Describe tasks  and which project phase each task is within

		If  WMBE firm utilization depends upon a particular resume, list those  individuals below

		Signature of WMBE Firm



		     

		     

		      %

		     

		

		



		     

		     

		      %

		     

		

		



		     

		     

		      %

		     

		

		



		     

		     

		      %

		     

		

		



		Aspirational Goal (page 1)

		        %

		        % TOTAL

		







Non-Core Work (Value-Added Functions).  Identify work that is value-added and/or not part of the core scope required by the City solicitation.  

		Name of WMBE firm

		Identify as Women (W) or Minority (M) 

		Describe task and which project phase each task is within. 

		If  WMBE firm utilization depends upon a particular resume, list those individuals below

		Signature of WMBE Firm



		     

		     

		     

		

		



		     

		     

		     

		

		



		     

		     

		     

		

		



		     

		     

		     

		

		













Past Performance 

[bookmark: Text91]Using whatever space you need to fully do so, describe the strategic model you have for integrating WMBE firms, which evidences likely success in doing so for this contract including how you intend to engage WMBE firms.  Please identify at least 3 projects of a similar nature as this project by name including name of owner and for each and as to each, list the percentages of utilization of WMBE firms based on total value of the contract and the total final amount of the contract including all amendments.  State the total that was spent.        











Inclusion Strategies 

Using whatever space you need below to do so, answer each of the following.  



A. Describe the partnership you have with the WMBE firms on your team, whether you teamed in the past, how substantive their role is,  and whether they are decision-makers and leaders on your team.  



B. Describe strategies you use to assure consideration of WMBE firms for team assignments not yet made or that result from contract or team changes. 





C. A City objective is to strengthen WMBE firm’s capabilities and experience, making them increasingly competitive.  Describe specific strategies your team will employ to achieve this goal.  Do not limit your response to formal mentoring programs.    














INSTRUCTIONS

Complete and submit this WMBE Inclusion Plan within your submittal. The City evaluates and scores your Plan during selection. 

The Plan must reflect responsible good faith efforts for successful inclusion of WMBE firms. The City may clarify or request information during evaluation. The City may negotiate with the highest ranked Consultant to improve the Plan or accommodate changes necessary to meet City business needs. The agreed-upon Plan becomes material to the contract. Thereafter, changes require City approval as described below.



Definitions:

Aspirational Goals:  	Total percentage anticipated by the Prime to spend with WMBE firm(s) out of the total contract spend including all amendments and phases. The Total Aspirational Goal reflects  serious intent the Consultant can reasonably and realistically achieve given good faith efforts in determining and pursuing the goal.

Core Work:  	Base scope of work, functions and disciplines that the Consultant Team must perform given the description of intended scope of work given by the City. 

Non -Core Work:  	Work that has potential for being added to the contract scope, but not necessarily dictated or required by the City’s solicitation.  This work is more vulnerable to budget constraints, negotiations over scope, and/or phased decisions.  

Total Contract Spend:   The full dollar value of the contract as negotiated and amended, including all work and expenses.	

WMBE:  		WMBE firms are State certified or self-identified (at least 51% woman or minority owned per SMC 20.42).  A WMBE shall self-register at: http://www.seattle.gov/html/business/contracting.htm



Scoring Criteria

Points are awarded for good faith responses that evidence:

		· Responsible, sincere good faith efforts to develop aspirational goals that are meaningful. 

· WMBE firms integrated into your team and within core work

· WMBE firms integrated within value-added work opportunities



		· Evidence of effective mentoring, training, or capacity-building.

· Strategies that assure WMBE utilization in all likely phases. 

· Evidence of strong past performance using effective models.







Expectations 

1. Consultants are encouraged to provide meaningful aspirational goals that are similar or better than past performance on similar work.  Consultants can seek guidance from departments and also refer to the City utilization reports: http://www.seattle.gov/purchasing/wmbereports.htm.

2. Consultants of all tiers are responsible to understand that contract value, scopes and teams are subject to negotiations and changes initiated by the City. This includes such decisions as launching or aborting phased work, negotiations that reduce budget, changes to create efficiencies, or changes to improve project expertise in City opinion. All consultants should expect that changes to their project role may result, up to and including completely removing a firm from the project.  City Project Managers commit to preserve the role and value of all WMBE firms on the team, yet will still make changes as needed in the City interests.  

3. Specific expertise for a project as provided by individuals named to the team is also subject to City approval. The expert often needs to be someone who has expertise, experience, and/or even past relationships that create a strong confidence for the City.  It is common for individuals to be named onto the team either to fulfill a role or because of their individual resume.  The Plan expects the consultant to identify any individuals that are compelling because of their resume, so there is clear understanding for the WMBE firm that the resume (i.e. individual expert) is critical and substitutions place the role of the WMBE firm at risk. 

4. Any consultant shall have an opportunity to propose a substitute if the named individual withdraws from the project. Such substitutes could be rejected, and the Consultant in turn may lose the associated scope of work.





Modifications

The City Project Manager, Prime Consultant and Department WMBE Advisor will consider changes to scope or teams made during the early negotiations before contract execution, and also any amendments made during the contract performance.  Whenever there is an amendment, changes to goals or WMBE firm utilization will require a fully executed WMBE Amendment Request and are permitted only if one of the following conditions occurs. If replacement of a WMBE firm is approved by the Department, the Consultant must use good faith efforts to recruit another WMBE. 

  City negotiates and/or must remove, the scope of work from the contract

  Named Expert for the WMBE firm withdraws and a replacement expert is unavailable or unapproved 

  Failure of Subconsultant to execute a written contract after a reasonable period of time

  Bankruptcy of Subconsultant

  Subconsultant cannot perform the work because they are debarred, not properly licensed, or in some other way is ineligible to work.

  Failure of Subconsultant to comply with a requirement of law applicable to subcontracting

  Death or disability of Subconsultant (if Subconsultant is an individual)

  Dissolution (if a corporation or partnership)

  Failure to perform under previous contracts

  Failure or refusal to perform the work

  For other causes when approved by CPCS.



Reporting and Performance

1. The City will expect regularly reporting, as specified through the contract, to ensure compliance to the plan.

2. The City will evaluate Consultant’s performance and will again evaluate at project close-out.  Upon project close-out, any aspect of the Consultant performance, including that for social equity and WMBE, could be found deficient.  If it is found deficient, a report shall be issued by the City.   Some deficiencies may qualify for debarment.  Performance may also be considered by the City to assess Consultant responsibility for future projects.  To maintain a positive rating, the Consultant must demonstrate:

a. Substantial attainment of the aspirational goal.  Failure to substantially attain the goal may evidence a failure in good faith to develop or pursue the goal that was submitted to the City as reasonable;

b. Timely and accurate reporting; 

c. Guaranteed payment to sub consultants in accordance to contract provisions;

d. Few or well-managed disputes;

e. Robust utilization and meaningful partnership with WMBE firms on your team.



Aspirational WMBE Goals

1. Failure to achieve the Total Aspirational Goal is not a material breach; however, substantial variance below the Total Aspirational Goal may indicate failure to conduct a good faith effort developing the Goal or in strategies to fulfill the Goal. 

2. Discretionary self-performed work by a Consultant who is a WMBE can be tabulated as part of the Aspirational Goal and Core Work.

3. Enter a Total WMBE Aspirational Goal on page 1.  If the Proposer does not indicate a WBE and MBE goal and only gives a total, the City may seek the separate percentages after evaluation and rely upon the total for scoring.  If Consultants provide a WBE and MBE goal, but not a total, the City will calculate the total.

4. A decision to self-perform does not substitute for good-faith efforts to include WMBE participation. 

5. Do not provide a range.  If you do, then the City will use the lower number in the range from which to score.

6. The total percentage provided as an Aspirational Goal must be equal to or greater than the Core Work percentages.  If not, then the Core Work percentage total shall prevail for purposes of scoring, and the Aspirational WMBE Goal will be adjusted to equal the total of core work percentages.











WMBE Team 

Upon review and scoring, as well as during any negotiations or changes, the City may shift WMBE work between Core to Non-Core (or reverse) as appropriate in the City opinion given the scope intended for the contract.  



The WMBE is to sign the form, to show that they are aware of the proposed role, that a fundamental agreement between the Prime and the WMBE firm is in place, any key personnel listed on the form are subject to City approval before they can be replaced on the project. 




[image: bw chief head]City of Seattle







The Addendum – WMBE Impact Authorization form, 

on the following page, will be required during contract performance 

if a change is necessary to the plan.


ADDENDUM– WMBE IMPACT AUTHORIZATION

A proposed WMBE Inclusion Plan is subject to negotiations and acceptance.  The Prime commits to use any WMBE firm named on the Plan, absent a City-directed change or reason below. The City will preserve proposed WMBE utilization to the full extent practicable given business needs.  Once the Plan is agreed upon, it is updated accordingly and is contractually binding.  The Plan shall be changed by Addenum to stay current.  



The party initiating a change submits this Form with an Addendum and attaches a revised WMBE Inclusion Plan.

· WMBE Firms within the Plan may expect to be retained on the project team; removal is permitted only for the limited reasons listed below.

· The Aspirational Goal applies to the entire contract unless greater or lesser goals are approved.  

Attach evidence (documents, statement of agreement, etc), obtain signatures, and retain documents in contract file.

		PROJECT INFORMATION



		Title - Contract Number

		



		Addendum Number

		



		Prime  Consultant – Representative’s Name

		



		Requestor Name 

		







		Remove a WMBE Firm:  If a change may result in removing a WMBE firm, provide the reason, attach documentation, attach a proposed revised WMBE Plan, and obtain signatures below.  



		WMBE Firm being Removed

		



		Percentage Value on the adopted Plan 

		



		Dollar amount of work completed if any

		$





Reason for Removal (check all that apply).  

  City negotiates, removes and/or reassigns the scope 

  Named individual for the WMBE firm withdraws and a replacement is unavailable or unapproved 

  Failure of Subconsultant to execute a contract after a reasonable period of time

  Bankruptcy of Subconsultant

   Subconsultant cannot perform the work because they are debarred, not properly licensed, or in some other way is ineligible to work.

  Failure of Sub to comply with a requirement of law applicable to Subconsultant

  The death or disability of Subconsultant (if an individual)

  Dissolution (if a corporation or partnership)

  Failure to perform under previous contracts

  Failure or refusal to perform the work



		Reduce WMBE scope: To significantly change the scope for a WMBE firm, specify the cause, attach narrative, attach a proposed revised WMBE Plan, and obtain signatures or emails to evidence concurrence below.



		WMBE Firm affected by change

		



		Percentage Value on Inclusion Plan

		



		Proposed Percentage Value

		





Reason for Change (check all that apply).  

  City negotiates and/or removes the scope from the contract

  Named individual for the WMBE firm withdraws and a replacement is unavailable or unapproved 



		Remove a Firm - Signatures

		Printed Name

		Signature

		Date



		  Any signatory  can check this box to discuss this change with the City before concurrence.



		Prime Consultant

		

		

		



		City Project Manager

		

		

		



		WMBE Firm

		

		

		



		Department WMBE Advisor

		

		

		



















Revise the Aspirational Goal:  If you seek an increase or decrease in the aspirational goal named on the current adopted WMBE Inclusion Plan, fill out this segment, attach appropriate narrative, provide a proposed WMBE Inclusion Plan, and seek signatures for approval below.



		Revise the Aspirational Goal



		Current Aspirational Goal

		



		Proposed Goal as share of entire contract value.

		

















Reason for Modification.  

If a reduction, attach narrative to identify the drivers that merit revising the Aspirational Goal.  Describe why a reduction is the only solution.    The City shall not approve a change for circumstances within the Consultant control or that could have reasonably mitigated through good faith efforts.









		Revise the Goal -  Signatures

		Printed Name

		Agree/Deny

		Signature

		Date



		Prime  Consultant

		

		

		

		



		City Project Manager

		

		

		

		



		Department WMBE  Advisor

		

		

		

		















































CC:	

Project Manager

Department WMBE Advisor





		WMBE Inclusion Plan (03/30/2018)

		1









		WMBE Inclusion Plan (03/30/2018)

		7
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Proposal Scope Response



REQUEST FOR PROPOSALS #ITD- 2-1004-19



Professional Services for Program Management

Proposal Responses must be limited to twenty (20) pages total. Any pages that exceed the page limit will be excised from the document for purposes of evaluation.

1) Experience in Providing Professional Services for Program Management:  Describe your firm’s experience in providing Program Management services.  Provide information about, for at least two and no more than five clients, for whom your firm has completed (in the last 7 years, 2012-2019) or is currently providing Project Management services.



The City is particularly interested in: 



· Client Name

· Client Industry

· Project Name

· Project Type (new, enhancing, transforming)

· Project Dollar Amount

· Project Scope 

· Your Firm’s Role and Major Activities

· Project Outcomes

· Contract Dates/Duration

· Challenges (3-5)

· Other Information



2. Experience with a Digital and Business Transformation Project:  Describe your firm’s specific experience(s) in providing professional services where a business solution was implemented using new technology platforms or major upgraded technology platforms with an organizational impact of at least 250 users.  Include the type of sector (public or private) and the integration scope.  Provide the topmost challenge you’ve seen with these types of implementations.


3. Independence:  How does your firm balance a conflict of interest and maintaining independence while also providing value, advice, and assisting the projects in correcting issues and mitigating risks?


4. Resumes and Resources – Provide resumes for the proposed resources noting the level within your firm - senior, intermediate and associate level including any applicable certifications or trainings.  Describe your firm’s bench depth for each role your firm will perform and discuss how your firm will minimize any resource assignment change impacts and will carry out a seamless transition to new assignees if needed. Describe your firm’s organizational structure specific to this engagement.  List the consultant key persons, role, and general responsibilities.  



· Resumes:  including certifications or trainings. Consultants will be evaluated based on their demonstrated experience in: (i) managing COTS based implementation projects as a program manager or similar role. (ii) knowledge and experience in managing multi-stakeholder projects; and (iii) leadership and political awareness within a political/government/public environment. 



· Bench Depth by Role:  describe strategy for minimizing any unexpected resource assignment change for a seamless transition for the City.



· Consultant Organizational Structure:  indicate executive sponsorship, engagement management, and consultant teams.



· Consultant Contacts and Roles:

		Consultant Key Persons

		Consultant Role

		Consultant General Responsibilities



		

		

		



		

		

		









5. Engagement Risks:  What are the key risks the City should be aware of during this engagement concerning the Program Management work?  How do you recommend the City respond to those risks?



6. Project Risks:  Based on the information provided in the RFP, what are the top 3 key risks for the project?  How do you recommend the City respond to those risks?



7. Statement of Work Proposal:  Provide commentary using the included statement of work as a reference (see Appendix – Scope Summary), detailing the Consultant’s proposal for providing Professional Services for Program Management to ensure successful implementation of this Project.



8. Program Management Plan:  Clearly explain the Consultant’s methodology/approach to manage the project through the Project Management Lifecycle of Activities (see Appendix - Table 1).  

Additional instructions/guidance for response:



· The Program Management Plan should address how the Consultant intends to manage coordination with the Court, Seattle IT, the selected Vendor, and the other stakeholders engaged for this Project.  To this end, the Program Management Plan shall (i) articulate techniques to identify the key personnel and types of roles needed in managing the Project; and (ii) identify how each of the goals and objectives set forth in this RFP will be achieved.  

· The Program Management Plan should demonstrate a knowledge of the end-to-end process for implementing a new technology system, including impediments that must be overcome (e.g. resource planning). 

· The Consultant will serve as the primary development staff for this Project and will serve as the day-to-day point of contact with the selected Vendor.  The Program Management Plan should describe how the Consultant will accomplish these functions while at the same time keeping Steering Committees informed of key issues and providing a workable and meaningful mechanism for Steering Committees to make key decisions relating to cost, schedule and Project characteristics. 

· In addition, the Consultant shall include templates and completed samples of the following: (a) weekly project team meeting minutes; (b) change order recommendation or decision memorandum; and (c) monthly Steering Committee reports.  The Consultant shall also discuss how these documents have been used in the past.

Note: templates and samples should be placed at the end of the proposal response and will not count against the total response page count.



Appendix

Scope Summary

The Consultant holds responsibility for Program Management across all areas of the project and is expected to provide the Program Management rigor in the engagement with Project Partners and City teams throughout the project stages and implementation as defined in the Project Management Scope section providing leadership, strategy, and business management. Scope of Work and Consultant responsibilities may be modified during Contract negotiations.

The City does not anticipate change orders unless the project requires being put on hold, being canceled, schedule compressions, or extensions which will requiring a change to recurring tasks and the Change Control Process will be used for any amendments.

Goals & objectives

The selected Consultant will be required to achieve the following goals and objectives as well as the other requirements specified in the Contract.

On-Time and In Budget Completion: The selected Consultant is expected to achieve completion of the Project that is consistent with the Project’s approved schedule and budget.

Financial Control: The selected Consultant is expected to manage the Project budget and expenditures, and ensure that the Project is delivered in a cost-effective manner that is consistent with the Project’s approved budget.

Scope Control: The selected Consultant is expected to provide project leadership, best practices, and tools to guide and effectively collaborate with SMC to design, implement, test, train, deploy, and stabilize a complete operational, integrated case management system according to the requirements, specifications, and functionality set forth in the Solution Procurement RFP and Solution Procurement Contract.

Primary Staff & Day-to-Day Operations 

The Consultant is responsible for managing the overall project lifecycle ensuring baseline and contractual timelines are met by collaborating with the Project Partners and the City’s project team throughout the project duration and within the project budget. The Consultant will be the primary point of contact for the project representing the City.  The Consultant is accountable for the Consultant responsibilities and outcomes in the Project Management Scope section.  

· Manage complex programs and projects spanning multiple stakeholders, business partners, city departments and agencies.

· Responsible for, or assist in, drafting reports and recommendations that may be required by the Court for its own purposes and/or to address the concerns of other stakeholders.

· Work with selected Vendor's team to ensure an integrated project plan is created and followed.  

· Manage project management team and enable a high-performing operating culture to deliver successful project outcomes.

· Deliver full scope of project(s) on time and within budget.

· Apply project management skills including direction, monitoring, and general oversight for project teams, vendors, contractors, consultants and staff. 

· Develop and oversee development of detailed project plans containing a well-defined work breakdown structure, activities & tasks, dependencies, a resource-loaded schedule, resource plan, risk management plan, quality plan, acceptance plan, financial plan, communications plan and procurement plan. As projects require, develop logistics plans, training plans, or other specialized plans. All such information shall be maintained on the Project’s SharePoint site, including documentation and correspondence related to project administration (correspondence related to schedule, scope, and other claims/disputes).  

· Supervise execution activities such as monitoring and controlling overall plan and deliverables; provide monthly report to stakeholders and management on status of schedule, cost, quality, change, risks & issues, readiness, acceptance, and an executive summary that identifies the key issues and actions that must be taken in the next sixty (60) days.

· [bookmark: _GoBack]Review change requests and proposals, make recommendations regarding change requests and other proposals, and assist the Court in responding to such requests.  This will include negotiating changes with the affected contractors and preparing the necessary documents. 

· Review invoices submitted by contractors for accuracy and completeness and shall make recommendations as to payment. 

· Meet financial objectives by forecasting requirements; preparing the project's annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.

· Ensure business analysis activities are completed during project management that:

· Demonstrate requirements are developed, maintained, and traced;

· Ensure the voice of the business is heard;

· Fully define and adopt processes required during the project deployments; and

· Develop or document operational business processes, operational support plans, and operational governance frameworks affected by the outcome of the projects prior to closeout.

· Conduct project closeout activities including lessons learned, requirement/scope validations, schedule and budget performance, the handover to O&M (operations and maintenance), and closeout of all contracts and financial reporting.

· Participate as a contributing member of Seattle IT by raising project management standards and following the city's Project Stage Gates throughout the lifecycle of this project.

Holds Accountability for Organizational Standards Compliance

Ensure compliance with PMO methodologies and guidelines

Link organizational governance with project governance (e.g. Security, Risk, & Compliance, Privacy, etc.)

Manage the Race Equity Toolkit Process & Outcomes (as required)

Ensure communications, shared reviews, and approvals are completed throughout the project lifecycle and in conjunction with the Service Acceptance Criteria (SAC) development with the ongoing operations & maintenance units in the Engineering and Applications divisions

Follow the City’s Service Desk requirements for production launch

Facilitate the Solution Architecture Design and Enterprise Architecture Sign off 

Participates in Project Assurance (PA) Processes (as needed)

Participates in the PA requests for information

Follow the PA standards for quality assessment areas, quality standards, quality metrics baseline as such standards evolve in 2019 and in the future

May participate in a PA project recovery effort

Provides feedback to the PA program

Participates in External Project Assurance (EPA) Processes (as needed)

Participates in the EPA consultant startup and planning

Meets regularly with the EPA consultant for quality check-in as required

Include risks identified by the EPA consultant in the RAID log and conducts integrated risk response

Respond to project quality standard metrics identified in low and medium risk areas

Follow-up on actions for project quality management issue resolution

Gives project quality management consultant access to project information and resources

Schedules meetings on behalf of the quality management consultant as needed



TABLE 1. PROJECT MANAGEMENT LIFECYCLE OF ACTIVITIES:

		The Consultant Responsibilities

		Outcomes

		



		Define the Project

		Implementation Approach

Procurement Approach

Project Approach

Project Structure

Governance

Decision Structure

Charter

Constraint Priorities

Initiation Stage 



		Plan the Project

		Management Plans (Scope, Schedule, Cost, Quality, Human Resources, Communications, Risk, Procurement, Stakeholder)

Procurements (e.g. request for proposals as needed)

Implementation Methodology

Project Plan/Schedule (loaded resources) Baseline

Planning Stage 



		Execute the Project

		Perform Integrated Project Management 

		Integrated Change Control

Organizational Change Control (IT)

Updated Schedule

Updated Controls

Management Plan Revisions/Corrections

Weekly Performance Deviation Reporting

Project Recovery



		

		Perform Scope Management

		Requirements Traceability Matrix

Work Breakdown Structure

Execute Scope Management



		

		Perform Schedule Management

		Project Plan/Schedule Updates

Execute Schedule Management



		

		Perform Financial Management

		Project Cost Estimate

Financial Workbook Completion (spending plan)

Financial Tracking

Cost Management Execution



		

		Perform Quality Management

		Project-wide Deliverable Acceptance Plan (Project Partner and/or City provided)

Product Assurance Plan (product testing)

Quality Management Execution



		

		Perform Human Resource Management

		Loaded Human Resources in Project Schedule

Updates to Human Resource Managers

Resource Management (for project) Execution



		

		Perform Communications Management

		City Council Reporting (as needed)

City Budget Office Reporting (as needed) 

Weekly Status Report

Maintain Portfolio Records

Meeting Agendas/Notes

Communication Plan Events

Communications Execution



		

		Perform Risk Management

		Conduct Risk Identification Workshop

Conduct Risk Response Workshop

Risk Identification, Analysis

Risk Response

Risk Owner Assignment

Risk Baseline

Risk Integration with Project Quality Consultant Risks (as needed)

Weekly Risk True-up

Risk Management Execution



		

		Perform Procurement Management

		Solicitation Processes

Vendor Management

Procurement Management Execution



		

		Perform Vendor Management

		Overseeing vendor activities and responsibilities

Change Control

Vendor performance



		

		Perform Stakeholder Management

		Stakeholder Analysis

Coalition of Sponsors for Business Readiness

Stakeholder Management Execution



		Close the Project

		Transition operations to SMC

Closeout the Project

		Assess SMC readiness to transition to steady state operations

Lessons Learned

Closeout Report









Page 2 of 2




image7.emf
PgM-RFP-04 Cost  Proposal-Program Manager-MCIS2.0 P2_v2 (FINAL).xlsx


PgM-RFP-04 Cost Proposal-Program Manager-MCIS2.0 P2_v2 (FINAL).xlsx
Instructions

		Instructions

		1. Provide a firm/fixed pricing.

		2. Refer to the project profile information provided in the Scope of Work section of the RFP for understanding of complexity in terms of governance, teaming, sizing, and risk.  The City expects the Proposer to use this information to consider complexity into the cost proposal.  

		3. Enter the hourly rate for the Professional Services to be performed (keeping in mind the monthly cost is recurring based on the duration of the Professional Services).

		4. Provide your firm's rate sheet.  This sheet will not be part of the evaluation, but the City reserves the right to utilize the pricing listed on your pricing sheet throughout the duration of the Agreement.

		5. Travel costs for Consultant shall be at no cost to the City; City will not reimburse the Consultant for any Consultant costs associated with travel.





Firm Fixed Cost Proposal

		Pricing		Price/Hour		Hours		Total Pricing

		Hourly base rate
		$   - 0		1		$   - 0

		Weekly base rate (not to exceed 40 hours)
		$   - 0		40		$   - 0

		Monthly base rate (not to exceed 160 hours)
		$   - 0		160		$   - 0



		Pricing		Price/Hour		Term (months)		Total Pricing

		Proposal Cost (3 years)		$   - 0		36		0





Proposals will be evaluated based on the proposed total cost for three (3) years of Professional Services - Cell D6. This will autopopulate from the formula calculated from the "monthly base rate" Cell D4 multiplied by 36 months.

Fill in hourly rate in Cell B2.

Cells B3 and B4 will automatically populate.

Cells D2, D3, D4 will automatically calculate.



Consultant Hourly Rates

		Consultant Role		Hourly Rates
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MCIS EPA Insurance Insurance Transmittal.pdf
Y\ City of Seattle CONSULTANT CONTRACT
I ‘ INSURANCE REQUIREMENTS TRANSMITTAL FORM

CITY STAFF ONLY: COMPLETE ALL YELLOW FIELDS

Contract: MCIS 2.0 External Project Assurance Contract Number: ITD2-0882-19

Contract Manager: Laura Park Department: Seattle Information Technology Telephone: 206-733-9595
This Insurance Requirements and Transmittal Form shall serve as an attachment and/or exhibit form to the
MCIS 2.0 External Project Assurance (“Contract”), and shall be interpreted and applied together as a single
contractual instrument between the City of Seattle (“City”) and (“Consultant”).

CONSULTANT: SEND THIS FORM TO YOUR INSURANCE PROFESSIONAL TO COMPLETE THE
GREEN BOX AND TO ENSURE COMPLIANCE WITH ALL THE COVERAGE REQUIREMENTS, TERMS
AND CONDITIONS REQUIRED BY THE CITY OF SEATTLE.

INSURANCE REPRESENTATIVE — ATTACH THIS FORM TO INSURANCE CERTIFICATION SUBMITTED TO THE CITY
e COMPLETE THESE FIELDS SO THAT WE MAY CONTACT YOU IF NECESSARY. (REQUIRED)

NAME: Laura Park POSITION: Contract Advisor
NAME OF COMPANY
EMAIL: TELEPHONE: FAX:

® SEND ORIGINAL CERTIFICATION WITH COPY OF CGL ADDITIONAL INSURED ENDORSEMENT OR BLANKET
ADDITIONAL INSURED POLICY WORDING TO: THE CITY OF SEATTLE
ATTN: Laura Park (IF BLANK, “RISK MANAGER")
P.O. BOX 94709 (IF BLANK, “P.0. BOX 94669")
SEATTLE, WA 98124-4709 (IF BLANK, “-4669”)
In the “Certificate Holder” field of the certificate of insurance, write “Attention: City of Seattle.”

CITY STAFF: Insert Contract Manager name and address as mailing address above.

Upon award of the Contract, the Consultant shall maintain continuously throughout the entire term of the Contract,
at no expense to the City, the following insurance coverage and limits of liability as checked below:

A. STANDARD INSURANCE COVERAGES AND LIMITS OF LIABILITY REQUIRED:

X commercial General Liability (CGL) or equivalent insurance including coverage for: Premises/Operations,
Products/Completed Operations, Personal/Advertising Injury, Contractual and Stop Gap/Employers
Liability (coverage may be provided under a separate policy). Minimum limit of liability shall be
$ 1,000,000 each occurrence Combined Single Limit bodily injury and property damage (“CSL”)
$2,000,000 Products/Completed Operations Aggregate
$2,000,000 General Aggregate
$1,000,000 each accident/disease—policy limit/disease—each employee stop gap/Employer’s Liability

X Automobile Liability insurance for owned, non-owned, leased or hired vehicles, as applicable, written on a
form CA 00 01 or equivalent WITH MINIMUM LIMITS OF LIABILITY OF $1,000,000 CSL.
|:| MSC-90 and CA 99 48 endorsements required unless In-transit Pollution coverage is covered under
required Contractor’s Pollution Liability insurance.

X worker's Compensation insurance for Washington State as required by Title 51 RCW.

B. ADDITIONAL COVERAGES AND/OR INCREASED LIMITS:
[ ] Umbrella or Excess Liability “follow form” insurance over primary CGL and Automobile Liability insurance
limits, if necessary, to provide total minimum limits of liability of $ CSL. These required total

minimum limits of liability may be satisfied with primary limits or any combination of primary and
umbrella/excess limits.

|:| Contractor’s Pollution Liability insurance with minimum limits of liability of |:|$1,000,000 |:| orS
CSL each claim.

|:| Aviation Liability insurance for bodily injury, death, property damage, contractual and passenger liability

with minimum limits of [_]$1,000,000 or [ ] $ CSL each occurrence.
[ ] watercraft/P&i Liability insurance with minimum limits of [_]$1,000,000 or [ ] $ CSL each
occurrence.

[ ] Federal Maritime insurance with:
[] U.S.L.&H. minimum limits [_] $1,000,000 or [_] $
[ ] Jones Act minimum limits [_] $1,000,000 or $
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|:| Professional Liability (E&O/Technical E&O) insurance appropriate to the consultant’s profession. The

minimum limit shall be [_]$1,000,000 or [ ] $ each claim.
[] crime Fidelity, Theft, Disappearance & Destruction Liability (to include Employee theft, wire transfer,
forgery & mail coverage, and client coverage) with minimum limit [_]$1,000,000 or [_] $ per

occurrence and in the aggregate. Coverage shall include ‘Joint Loss Payable’ ISO form CR 20 15 10/10 or
equivalent; and “Provide Required Notice of Cancellation to Another Entity’ SIO form CR 20 17 10/10.
|:| Technology Errors & Omission (E&O) Insurance including but not limited to security and privacy liability

with minimum limit of [_]$1,000,000 or [ ] $ each claim.
|:| Information Technology —Cyber Liability (Network Security Liability and Privacy Liability) with minimum
limit [_]$1,000,000 or [_] $ per occurrence and in the aggregate. Coverage shall include, but not

be limited to, coverage for any actual or alleged breach of duty, neglect, error, act, mistake, omission, or
failure arising out of Consultant’s Internet and Network Activities including coverage for, but not limited
to, the following events: an attack that has the intent to affect, alter, copy, corrupt, destroy, disrupt,
damage, or provide unauthorized access or unauthorized use of Consultant’s computer system;
Computer Crime or Information Theft; Denial of Service; Extortion; Introduction, implantation, or spread
of a Computer Virus; Loss of Service; Identity Theft; Infringement; Electronic data loss and restoration;
Unauthorized Access or Use, including the gaining of access to Consultant’s computer systems by an
unauthorized person or persons or an authorized person in an unauthorized manner. Coverage shall
include notification and other expenses incurred in remedying a privacy breach and costs to investigate
and restore data.

C. CITY AS ADDITIONAL INSURED; PRODUCTS-COMPLETED OPERATIONS: Consultant shall include “the City of
Seattle” as an additional insured to all of the insurance coverage listed and checked above in Sections A and/or
Sections B; which must also be as primary and non-contributory with any insurance or self-insurance coverage or
limits of liability maintained by the City, and in the form of a duly issued additional insured endorsement and
attached to the policy or by the appropriate blanket additional insured policy wording, and in any other manner
further required by Contractor’s insurance coverage to provide the City of Seattle additional insured coverage as
set forth herein.

D. NO LIMITATION OF LIABILITY: Insurance coverage and limits of liability as specified herein are minimum
coverage and limit of liability requirements only. Nothing in the City of Seattle’s requirements for minimum
insurance coverage shall be interpreted to limit or release liability of the Consultant or any of the Consultant’s
insurers. The City shall be an additional insured as required in paragraph C. regarding the total limits of liability
maintained, whether such limits are primary, excess, contingent or otherwise.

E. REQUIRED SEPARATION OF INSURED PROVISION; CROSS-LIABILITY EXCLUSION AND OTHER ENDORSEMENTS
PROHIBITED: Consultant’s insurance policy shall include a “separation of insureds” or “severability” clause that
applies coverage separately to each insured and additional insured, except with respect to the limits of the
insurer’s liability. Consultant’s insurance policy shall not contain any provision, exclusion or endorsement that
limits, bars, or effectively precludes the City of Seattle from coverage or asserting a claim under the Consultant’s
insurance policy on the basis that the coverage or claim is brought by an insured or additional insured against an
insured or additional insured under the policy. Consultant’s CGL policy shall NOT include any of the following
Endorsements (or their equivalent endorsement or exclusions): (a) Contractual Liability Limitation, (CGL Form 21
39 or equivalent), b) Amendment Of Insured Contract Definition, (CGL Form 24 26 or equivalent), (c) Limitation of
Coverage to Designated Premises or Project, (CGL Form 21 44 or equivalent), (d) any endorsement modifying or
deleting the exception to the Employer’s Liability exclusion, (e) any “Insured vs. Insured” or “cross-liability”
exclusion, and (f) any type of punitive, exemplary or multiplied damages exclusion. Consultant’s failure to comply
with any of the requisite insurance provisions shall be a material breach of, and grounds for, the immediate
termination of the Contract with the City of Seattle; or if applicable, and at the discretion of the City of Seattle,
shall serve as grounds for the City to procure or renew insurance coverage with any related costs of premiums to
be repaid by Consultant or reduced and/or offset against the Contract.

F. SUBSTITUTION OF SUBCONSULTANT’S INSURANCE: If portions of the scope of work are subcontracted, the
subconsultant or subcontractor may provide the evidence of insurance for the subcontracted body of work provided
all the requirements specified in this Insurance Transmittal Form are satisfied.

G. NOTICE OF CANCELLATION: The above checked insurance coverages shall not be canceled by Consultant or
Insurer without at least forty-five (45) days written notice to the City, except ten (10) days’ notice for non-
payment of premium.
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H. CLAIMS MADE FORM: If any insurance policy is issued on a “claims made” basis, the retroactive date shall be
prior to or coincident with the effective date of the Contract. The Consultant shall either maintain “claims made”
forms coverage for a minimum of three years following the expiration or earlier termination of the Contract,
providing the City with a Renewal Certificate of Insurance annually; purchase an extended reporting period ("tail")
for the same period; or execute another form of guarantee acceptable to the City to assure the Consultant’s
financial responsibility for liability for services performed.

I.  INSURER’S A.M. BEST’S RATING: Each insurance policy shall be issued by an insurer rated A-: VIl or higher in the
A.M. Best's Key Rating Guide, unless a surplus lines placement by an licensed Washington State surplus lines
broker, or as may otherwise be approved by the City.

J. SELF-INSURANCE: The City acknowledges that the Consultant may employ self-insured and/or alternative risk
financing and/or capital market risk financing programs for some or all of its coverages. The term “insurance”
wherever used herein shall include any such self-insured and/or alternative risk financing and/or capital market
risk financing programs. The Consultant shall be liable for any self-insured retention or deductible portion of any
claim for which insurance is required.

K. EVIDENCE OF INSURANCE (NOT APPLICABLE TO WASHINGTON STATE WORKERS COMPENSATION): Consultant
must provide the following list of evidence of insurance:

a) A certificate of liability insurance evidencing coverages, limits of liability and other terms and conditions as
specified herein;

b) An attached City of Seattle designated additional insured endorsement or blanket additional insured wording
to the CGL/MGL or other additional insurances required (and if required Consultant’s Pollution Liability
insurance policy).

c) A copy of all other amendatory policy endorsements or exclusions of Consultant’s insurance CGL/MGL policy
that evidences the coverage required.

At any time upon the City’s request, Consultant shall also cause to be timely furnished a copy of declarations pages
and schedules of forms and endorsements. In the event that the City tenders a claim or lawsuit for defense and
indemnity invoking additional insured status, and the insurer either denies the tender or issues a reservation of
rights letter, Consultant shall also cause a complete and certified copy of the requested policy to be timely furnished
to the City of Seattle.

NOTE: CERTIFICATES WITHOUT ATTACHED ADDITIONAL INSURED ENDORSEMENT
OR BLANKET ADDITIONAL INSURED WORDING COVERAGE FOR THE CITY OF
SEATTLE WILL NOT BE APPROVED!
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City of Seattle Information Technology Department



With



Consultant



CONSULTANT AGREEMENT



Title: MCIS 2.0 External Project Assurance



AGREEMENT NUMBER: C2-1004-19





This Agreement is made and entered into by and between the City of Seattle (“the City”), a Washington municipal corporation, through its Department of Information Technology as represented by the Chief Technology Officer; and ______________(“Consultant”), a corporation of the State of _____________           and authorized to do business in the State of Washington.



The purpose of this contract is to provide the City of Seattle with MCIS 2.0 Replacement Project’s External Project Assurance.  Consultant was chosen as a result of RFP ITD 2-1004-19  



In consideration of the terms, conditions, covenants and performance of the Scope of Work contained herein, the City and Consultant mutually agree as follows:



1.       TERM OF AGREEMENT. 

The term of this Agreement begins when fully executed by all parties and ends on XXXXXXX unless amended by written agreement or terminated earlier under termination provisions.


2.       TIME OF BEGINNING AND COMPLETION.

The Consultant shall begin the work outlined in Attachment A - “Scope of Work” (“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.

The Scope of Work for this Agreement and the time schedule for completion of such Work are described in Attachment A, which is attached to and made a part of this Agreement.



The Work is subject to City review and approval. The Consultant shall confer with the City periodically, 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.	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.



5.	INTERLOCAL COOPERATION ACT.

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.



6.	PAYMENT AND REIMBURSEMENT.

The Consultant shall be compensated at a firm fixed / hourly rate of $ XXXXX/hour not to exceed $XXXXXXXXX.  The parties agree that the rate includes all direct, indirect, and overhead costs, including travel and living expenses, incurred by the Consultant in performance of the Services.  Consultant agrees that there is no guarantee of a minimum amount of work or payment under this Agreement.



6.1	PAYMENT PROCEDURES.

Payment will be made within 30 days of acceptance of the deliverable(s) by the City’s Project Manager and receipt of a correct invoice.



The Consultant shall include the Agreement number on invoices and submit them to: 



Department of Information Technology

Accounts Payable Unit

PO Box 94709

Seattle, WA 98124-4709

Attn: AP Section

itd_ap@seattle.gov 

































See attached checklist for further instructions.

		Invoices must clearly display the following (sub-consultants' invoices must also include this information):



		· Invoice Date and Invoice Number

· City Project Manager Name: XXXXXXX

(Please do not put PM’s name in the address)

· Department Contract No. C2-1004-19

· Contract Title: MCIS 2.0 External Project Assurance

· Period covered by the invoice

· Task # and title

· Employee's name and classification

· Employee's all-inclusive hourly rate and # of hours worked

· Total labor costs per task

· Cumulative costs per task and for the total project







6.2 	OMIT



6.3	PROMPT PAY.

Definitions

A. An invoice is considered received when it is date-stamped at point of entry into the department. If the invoice is not date-stamped or otherwise marked as received by a department, the date of the invoice will be considered the date the invoice is received.



B. A payment is considered made on the day it is mailed or is available.



C. Disputed items include, but are not restricted to, improperly prepared invoices, lack of appropriate supporting documentation, unapproved staff or staff rates on the invoice, and unsatisfactory work product or services. 



Prompt Payment to Consultant

A. Timely Payment: Except as provided otherwise herein, payment for an invoice will be made to the Consultant within thirty (30) calendar days of receipt of the invoice.



B. Disputed Items: The City may withhold payment for disputed items. The City will promptly notify the Consultant in writing, outlining the disputed items, the amount withheld and actions the Consultant must take to resolve the disputed items. The City default is to delay payment until a revised invoice is submitted and approved. However, the Consultant may request partial payment for the approved amounts, if the unapproved amount represents a small share of the total invoice. The City shall pay the revised invoice within thirty (30) calendar days of receipt. 



C. Interest Payment: The City will agree to pay one percent (1%) interest per month, for payments made after thirty (30) calendar days from receipt of an invoice, on undisputed invoice amounts.



D. Legal Fees: In any action brought to collect interest due under this Section, the prevailing party is entitled to an award of reasonable attorney fees.





Prompt Payment to Subconsultants

A. Cut-Off Date: Except as provided otherwise herein, payment for an invoice will be made to a subconsultant within thirty (30) calendar days of receipt by the Consultant. The Consultant may establish a monthly cut-off date of (to be established by Prime) that subconsultants must submit an invoice in order to assure 30-day payment. 



B. Disputed Items: The Consultant may withhold payment for disputed items. The Consultant will promptly notify the subconsultant in writing, outlining disputed items, the amount withheld and actions the subconsultant must take to resolve the disputed item(s). Such withheld amounts are limited only to items in dispute. The subconsultant can request partial payment for the approved amounts, or that the Consultant delay their entire payment until a revised invoice is submitted to and accepted by the Consultant. The Consultant shall pay the revised invoice within thirty (30) calendar days of receipt.



C. Interest Payment: The Consultant will agree to pay one percent (1%) interest per month, for payments made after thirty (30) calendar days from receipt of an invoice, on undisputed invoice amounts.



D. Flow-Down Clauses: The Consultant shall require this provision in each subcontract of any tier. 



6.4 	SUBCONSULTANT PAYMENTS REPORTING REQUIREMENTS.

The Consultant shall report payments made to each Subconsultant through B2GNow at: https://seattleconsulting.diversitycompliance.com 



1) The Consultant shall report the first Subconsultant payment report no later than the 15th of the first month following issuance of the first payment made by the City to the Consultant, unless otherwise specified by the department.  



2) Subsequent monthly Subconsultant payment reports shall be submitted by the 15th day of every month thereafter.



3) The last Subconsultant payment report shall be marked as “Final” in B2GNow and shall be submitted no later than 30 Days after the expiration of the Agreement. 



4) The Consultant shall require each Subconsultant to verify each payment through B2GNow. 



5) The Consultant is responsible for ensuring that all Subconsultants working on the contract (WMBE and Non-WMBE) entered in the B2GNow System for payment reporting purposes. 



6) The Consultant shall require each Subconsultant to register on the City’s Online Business Directory prior to completing the first online report. https://web6.seattle.gov/FAS/OBD/Logon/Logon.aspx. 



7) The Consultant shall also require its Subconsultants to report payments made to any lower tier Subconsultants, if any, in the same manner as specified herein.  



8) The City reserves the right to withhold payments from the Consultant for non-compliance with this section. 



The Consultant may contact City Purchasing and Contracting Services (CPCS), City of Seattle, Department of Finance and Administrative Services at (206) 684-0444 for technical assistance in submitting the required reports.  



7.	TAXES, FEES AND LICENSES.

A. Consultant shall pay and maintain in current status, all necessary licenses, 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.

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.



8.	ADDRESSES FOR NOTICES AND DELIVERABLE MATERIALS.

Deliver all notices and deliverable materials under this Agreement to:



		If to the City: 

		If to the Consultant: 



		NAME

EMAIL

DEPARTMENT

PO Box 94709

Seattle WA 98124-4709

		NAME

TITLE

EMAIL

ADDRESS







	

9.	EQUAL BENEFITS.

This provision applies to all contracts valued at $53,000 or above, including amendments.  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 partners of employees as the Consultant provides to spouses of employees. At the City’s 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. [bookmark: _Hlk509309255]Non-discrimination:  The 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, honorably discharged veteran or military status or the presence of 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 equally during employment, without regard to race, color, age, sex, marital status, sexual orientation, gender identify, political ideology, creed, religion, ancestry, national origin, honorably discharged veteran or military status or the presence of 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. WMBE Inclusion:  The Consultant shall seek inclusion of woman and minority businesses (WMBEs) for subcontracting. A WMBE 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.



Inclusion responsibilities shall include those commitments agreed upon between the City and the Consultant as a result of the WMBE Inclusion Plan submitted with the Consultant Proposal and as agreed upon by the City. The Inclusion Plan is incorporated herein by this reference as an Attachment.


C. Paid Sick Time and Safe Time Ordinance:  The Consultant shall be aware that the City has a Paid Sick Time and Safe Time ordinance that requires companies to provide employees who work more than 240 hours within a year inside Seattle, with accrued paid sick and paid safe time for use when an employee or a family member needs time off from work due to illness or a critical safety issue. The ordinance applies to employers, regardless of where they are located, with more than four full-time equivalent employees.  This is in addition and additive to benefits a worker receives under prevailing wages per WAC 296-127-014(4). City contract specialists may audit payroll records or interview workers as needed to ensure compliance to the ordinance. Please see http://www.seattle.gov/laborstandards, or you may call the Office of Labor Standards at 206-684-4500.


D. Other Labor Standards Requirements: The Consultant shall comply to the extent applicable, with the City's Minimum Wage labor standards as required by SMC 14.19, setting wage standards for employees working within city limits as well as the Wage Theft labor standards as required by SMC 14.20, setting basic requirements for payment of wages and tips for employees working within city limits and providing various payment documentation to employees.



11.	PROTECTION OF PROPERTY

Consultant is responsible for protecting its person and property at all times, including but not limited to supplies and equipment to perform services hereunder; Consultant releases and agrees to hold the City harmless from liability for losses or damages or any kind sustained by Consultant in performing the services required hereunder.



12.	INDEMNIFICATION. 

To the extent permitted by law, the Consultant shall protect, defend, indemnify and hold the City harmless from and against all claims, demands, damages, costs, actions and causes of actions, liabilities, fines, penalties,  judgments, expenses and attorney fees, resulting from the injury or death of any person or the damage to or destruction of property, or the infringement of any patent, copyright, trademark or trade secret, arising out of the work performed or goods provided under this Contract, or any other acts or omissions by the Consultant, or the Consultant’s violation of any law, ordinance or regulation, contract provision or term, or condition of regulatory authorization or permit, except for damages resulting from the sole negligence of the City.  As to the City of Seattle, the Consultant waives any immunity it may have under RCW Title 51 or any other Worker’s Compensation statute.  The parties acknowledge that this waiver has been negotiated by them, and that the contract price reflects this negotiation.  



13.	INSURANCE.

Insurance certification and additional insured endorsement policy must be submitted to the City. See attached “INSURANCE REQUIREMENTS AND TRANSMITTAL FORM.”




14.	AUDIT.

Upon request, the Consultant shall permit the City and any other governmental agency (“Agency”) funding the Work, 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. 
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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 or 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. In normal situations, the City will not provide the Consultant with basic work equipment, such as a laptop or tablet.  On the rare occasion that the City needs the Consultant to work with City equipment, the City may provide the necessary equipment. Such equipment is 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.



16.	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.



17.	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.



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

A. The 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. The 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. The 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. The 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.

E. Campaign Contributions (Initiative Measure No. 122):  Elected officials and candidates are prohibited from accepting or soliciting campaign contributions from anyone having at least $250,000 in contracts with the City in the last two years or who has paid at least $5,000 in the last 12 months to lobby the City. Please contact Polly Grow at polly.grow@seattle.gov for more information about the measure, or call the Ethics Director with questions at 206-615-1248. 





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 City shall own the copyright to all materials and documents prepared by the Consultant for the Work, whether or not the Work is completed, and the Consultant hereby transfers to the City any and all copyright or other intellectual property rights it may have in the Work.  This transfer to the City does not include any preexisting material that the Consultant owns.  Nothing in this section limits Consultant’s obligation to make records promptly available to the City in the event that the City determines it needs them in order to respond to a public records request.  

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.	PUBLIC RECORDS ACT COMPLIANCE AND PROCEDURES.

As a public agency, the City is subject to the Public Records Act, Chapter 42.56 RCW (the “Act”). Under the Act, all materials prepared, owned, used, or retained by the City or a functional equivalent of a City employee are considered public records. The Act requires that public records be promptly produced by the City unless the Act or an “other statute” exempts such records from production. 



To the extent that Consultant possesses records that the City determines it needs in order to respond to a request under the Act, Consultant agrees to cooperate fully with the City in identifying and assembling such records and to make them promptly available to the City upon request. 

Pursuant to Chapter 40.14 RCW, Consultant shall retain all records associated with this Agreement in accordance with the applicable retention schedule. 



If the City receives a public disclosure request for any records that Consultant has properly designated on the Prior Notice Request Form submitted with Consultant’s bid or proposal, the City may, but is not obligated to, offer the requestor a copy of the requested records with Consultant’s requested redactions. In all other cases—or if the requestor rejects Consultant’s requested redactions—the City will notify Consultant in writing of the request and will postpone disclosure of unredacted records. While not required under the Act, the City will then allow the Consultant up to ten business days to obtain and serve the City with a court injunction pursuant to RCW 42.56.540 to prevent the City from releasing the designated records in unredacted form.  If consultant fails to obtain and serve an injunction before the close of business on the tenth day after the date of notification, the City may release the records at issue.  Whether to seek an injunction is the Consultant’s discretionary decision. 



Consultant may mark records other than those submitted with its bid or proposal with the notation “PROVIDE NOTICE BEFORE RELEASE.” Provided the notation is prominently displayed on every page of the record, the City will follow the procedures outlined in the foregoing paragraph if it receives a public disclosure request for any record containing such a notation. The City will not assert an exemption on Consultant’s behalf.  Consultant acknowledges that the City will have no liability to Consultant if any records associated with this Agreement are disclosed.



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.



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 City Purchasing and Contracting Services (CPCS), as hereby delegated by the Director of Finance and Administrative Services, 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 CPCS 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.
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“Personal Information” shall mean any information that (a) identifies an individual or that may be used to track, locate or identify an individual (for example, an individual’s name, address, telephone number, email address, date of birth, Social Security number, or financial account number or credit card number) or (b) is related to an identified or identifiable individual (for example, credit card transaction of an identified or identifiable individual).  Personal Information shall include, without limitation, the following:

· First and last name including full name, any current or former names/monikers, name and initials in any combination

· Address, household information

· Nationality, racial or ethnic origin

· Telephone number (home telephone number, personal cellular, mobile or wireless number)

· E-mail address

· Mother’s maiden name 

· Date of birth, age

· Sex and/or Gender, marital status. sexual behavior or sexual preference, religious, philosophical or political beliefs

· Trade union membership

· Government identification number (including, Social Security Number (including truncated SSN’s), Passport number, driver’s license number, or state identification number)

· Financial or credit/debit card information, billing information, account information, consumer purchase or billing history

· Username and password or security question and answer

· Information on medical or health conditions. Unique biometric information and physical appearance (including scars, marks and tattoos)

· Geolocation information, including such information generated from an electronic communications device

· Machine identifiers (e.g., IP/MAC addresses)

· Customer services/account/consumption information

· Criminal justice and court information

· Student information (School record or other educational information)

· Minor, youth information



“City Data” shall mean all information collected by or on behalf of the City, and maintained by Consultant. 



The Consultant may use, transmit, distribute, modify, reproduce, display, and store the City Data solely for the purposes of (i) providing the Services as contemplated in this Agreement, and (ii) enforcing its rights under the Agreement.  The Consultant shall not use City Data / Personal Information to engage – or enable another party to engage - in marketing or targeted advertising.



28.	ACCEPTANCE.

All Deliverables provided by Consultant to City must be accepted by the City.  Any notice of non-acceptance by City will contain in reasonable detail how the Deliverables did not conform to the Statement of Work. Upon receipt of notice, Consultant shall correct any deficiencies in the Deliverables so that they conform to the Statement of Work.



29.	PUBLICITY.

No news release, advertisement, promotional material, tour, or demonstration related to the City’s purchase or use of the Consultant’s product or any work performed pursuant to this Agreement shall be produced, distributed or take place without the prior, specific approval of the City’s Project Manager or his/her designee.



30.	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. Background Checks and Immigrant Status: The City may require background checks for some or all of the employees that may perform work under this Agreement. The City reserves the right to require such background checks at any time. The City has strict policies regarding the use of background checks, criminal checks, immigrant status, and/or religious affiliation for contract workers. The policies are incorporated into the contract and available for viewing on-line at http://www.seattle.gov/city-purchasing-and-contracting/social-equity/background-checks.

C. Notification Requirements for Federal Immigration Enforcement Activities: Prior to responding to any requests from an employee or agent of any federal immigration agency including the Immigration and Customs Enforcement (ICE), the U.S. Department of Homeland Security (DHS), Homeland Security Investigations (HSI), Enforcement Removal Operations (ERO), Customs and Border Protection (CBP), and U.S. Citizenship and Information Services (USCIS) regarding your City contract, Consultants shall notify the Project Manager immediately.  

Such requests include, but are not limited to:

a. requests for access to non-public areas in City buildings and venues (i.e., areas not open to the public such as staff work areas that require card key access and other areas designated as “private” or “employee only”); or 

b. requests for data or information (written or oral) about workers engaged in the work of this contract or City employees.

No access or information shall be provided without prior review and consent of the City. The Consultant shall request the ICE authority to wait until the Project Manager is able to verify the credentials and authority of the ICE agent and will direct the Consultant on how to proceed.  

D. 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.

E. 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.

F. Federal and State Compliance: 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.

G. Venue: 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.

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

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

J. 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.

K. 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.

L. 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.

M. 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.

N. 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.



XXXXXX						CITY OF SEATTLE



By__________________________________		By________________________________

Signature		Date				Signature		Date



NAME							Tracye Cantrell

TITLE	Executive Advisor – Information Technology Department
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