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REQUEST FOR QUALIFICATIONS
Consultant Contracting

Project Title: 14-032 Safe Routes to School Federal Bicycle and Pedestrian Education

Procurement Schedule 
Table 1: Procurement Schedule
	Schedule of Events
	Date
	Location

	RFQ Release 
	April 28, 2014
	DJC and eBid Exchange

	Deadline for Questions
	May 12, 2014
	eBid Exchange

	Sealed Proposals Due to the City
	May 19, 2014
4:00 PM
	See Table 2

	Potential Interviews
	Week of June 2, 2014
	TBD

	Anticipated Notice to Proceed
	August 1, 2014
	N/A



The City reserves the right to modify this schedule at the City’s discretion.  
Notification of changes will be posted on the eBid eXchange.


Procurement Contact
Consultant Contract Unit (CCU) Specialist: Sonia Palma, 206-684-4107, Sonia.Palma@seattle.gov	
All questions must be submitted via eBid.  Response to questions will be posted eBid. 

Table 2: Delivery Address 
	Fed Ex & Hand Delivery - Physical Address
	US Post Office - Mailing Address

	Sonia Palma, Consultant Contract Specialist
Project Controls, Consultant Contracts Unit
Seattle Department of Transportation
700 Fifth Avenue, Suite 3800
Seattle, Washington, 98104
	Sonia Palma, Consultant Contract Specialist
Project Controls, Consultant Contracts Unit
Seattle Department of Transportation
P.O. Box 34996
Seattle, Washington, 98124-4996



It is important to use the correct address for the delivery method you choose. 
Unless authorized by the CCU Specialist, no other City official or employee may speak for the City regarding this solicitation until the award decisions are complete. Any Submitter seeking information, clarification, or interpretations from any other City official or City employee uses such information at the Submitter’s own risk. The City is not bound by such information.  Following the submittal deadline, Submitters shall continue to direct communications to only the CCU Specialist.  
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1. [bookmark: _Toc386121732]Purpose and Background.

The Consultant shall conduct customized bike and walk to school education and encouragement events at four Seattle schools: South Shore K-8, Mercer Middle, Greenwood Elementary, and Wedgwood Elementary. Programs are funded by a Safe Routes to School grant received from the Washington Department of Transportation (WSDOT). 

Bicycle program elements include a 3-week bicycle education program, urban biking class, bicycle assembly including demo and interactive activities, bike safety rodeo, bike to school events such as Bike to School Month in May, formation of a bike club, family-oriented bike train, neighborhood bike audit to identify potential barriers to biking to school, and neighborhood bike route mapping. 

Pedestrian program elements include neighborhood walking audits, formal assessments of the load zones around the schools, development of a customized school circulation map, walk to school events including the October International Walk to School Day event, and a campaign for kids and families to pledge reduction of motor vehicle use.

This project is anticipated to have Federal Highway Administration funds and federal terms and conditions will apply (see 6. Contract Terms and Conditions and attached boilerplate contract in the Attachments section).

2. [bookmark: _Toc386121733]Period of Performance.
This project is scheduled to begin August 1, 2014 and be completed by June 30, 2015. The work is estimated to cost $184,000.
3. [bookmark: _Toc386121734]Solicitation Objectives.
The City expects to achieve the following outcomes through this consultant solicitation:

· Establish encouragement programs that promote biking and walking to school
· Promote bike and pedestrian safety among elementary and middle school students
4. [bookmark: _Toc386121735]Minimum Qualifications.
Minimum qualifications are required for a Consultant to be eligible to submit a RFQ response.  Your submittal response must show compliance to these minimum qualifications.  Those that are not responsive to these minimum qualifications shall be rejected by the City without further consideration. 
This project will require a consulting firm/team with the following qualifications:
· The Consultant must have a minimum of 5 years of experience implementing customized Safe Routes to School bicycle and pedestrian safety education programs.  
· The Consultant must have a minimum of 5 years of experience implementing customized Safe Routes to School bicycle and pedestrian encouragement programs.  
· The Consultant must have successfully performed one contract with a public or private agency of similar size to the City of Seattle that has been active for a minimum of five-years, with services similar to those expected by the City for this contract.
· The Consultant must have a thorough understanding of Seattle Public Schools Transportation Service Standards. 
· The Consultant must have experience leading neighborhood biking and walking audits, producing biking and walking audit reports, and providing recommendations for improvements to school traffic circulation plans.
· The Consultant must have experience working with communities of color and recent immigrants. 
5. [bookmark: _Toc386121736]Scope of Work. 
Consultant will conduct customized bike to school education and encouragement events at four Seattle schools: South Shore K-8, Mercer Middle, Greenwood Elementary, and Wedgwood Elementary. Program will include the following elements or similar:
· Running age-appropriate bike safety education and urban riding skills programs
· Holding age-appropriate bicycle assemblies and bike safety rodeos
· Organizing family-oriented bike trains on nearby greenways
· Leading neighborhood walking and biking audits involving children, parents, and school staff to identify potential barriers to walking and biking to school and producing audit reports and bike to school maps
· Working with middle school age students to start a bike club
· Analyzing school arrival and dismissal to identify hazards and barriers to bicyclists and pedestrians and develop a plan to maximize foot traffic safety
· Surveying students and parents to measure knowledge, attitudes, and beliefs about travel to school
· Organizing and promoting multi-cultural school-wide walk and bike to school events, including incentive prizes, fliers and promotional materials in multiple languages, and activities like Undriving Licensing stations
· Coordinating with the schools to administer a mode choice survey in all school classrooms before and after intervention period to determine how kids are getting to and from school
· Holding a contest for students to develop designs for stamps to be used on a new pedestrian facility

6. [bookmark: _Toc386121737]Contract Terms and Conditions.
The SDOT consultant contract is provided (see Attachments Section).   
Consultants submit proposals understanding all Contract terms and conditions are mandatory and no negotiations of those terms will be invited. Submittal of a proposal is agreement to the entire Contract without exception, unless the City brings forward contract modifications for negotiation. The City is the only party that has the right to negotiate changes to submitted proposals and to change the City's otherwise mandatory Contract form during negotiations. If the Consultant is awarded a contract and refuses to sign the Contract as provided in this RFQ, the City may reject the Consultant from this and future solicitations for the same work. Under no circumstances shall Consultant submit its own boilerplate of terms and conditions.  
These contracts will be funded through Federal Highway Administration (FHWA) grant funds.  The Consultant and any SubConsultants shall be expected provide an overhead report audited rate by the contract award date that has been audited by the Washington State Department of Transportation (WSDOT) or approved by the Safe Harbor program.  More information may be found at:  http://www.wsdot.wa.gov/audit/. 
This project is expected to result in one (1) contract for each grant:
· Beach Square Safe Routes to School 
· Beacon Hill Neighborhood Greenways Go to School
· Greenwood Neighborhood Greenways Go to School
· Wedgwood Elementary Children and Neighbors
    
7. [bookmark: _Toc386121738]Instructions, Procedures and Requirements.
This section details the City instructions and requirements for your submittal.  The City reserves the right in its sole discretion to reject the submittal of any Consultant that fails to comply with the instructions.
7.1 Registration into City Registration System.
If you have not previously done so, register at: http://www2.seattle.gov/ConsultantRegistration/.  The City expects all firms to register. Women- and minority- owned firms are asked to self-identify.  For assistance, call 206-684-0444.  
7.2 RESERVED. 

7.3 Questions.
Submitters may submit written questions to the Consultant Contract Specialist via eBid until the deadline stated on page 1. The Seattle Department of Transportation requires questions to be submitted through eBid so that all applicants may see the questions and SDOT’s responses. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the Consultant of responsibilities under in any subsequent contract.  It is the responsibility of the interested Consultant to assure they receive responses to Questions if any are issued.
7.4 Changes to the RFQ/Addenda.
A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFQ will be made by formal written addendum issued by the Consultant Contracts Specialist via eBid and shall become part of this RFQ and may be included as part of the Contract.  
7.5 Receiving Addenda and/or Question and Answers. 
It is the obligation and responsibility of the Consultant to learn of addendums, responses, or notices issued by the City.  Some third-party services independently post City of Seattle solicitations on their websites. The City does not guarantee that such services have accurately provided all the information published by the City.

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

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

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

d. The submitter has full responsibility to ensure the response arrives at the City within the deadline. A response delivered after the deadline will not be accepted unless waived as immaterial by the City given specific fact-based circumstances.  

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

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

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

c. Please use no plastic or vinyl binders or folders.  The City prefers simple, stapled paper copies. If a binder or folder is essential due to the size of your submission, please use recyclable cardboard binders.  
7.7 License and Business Tax Requirements.
The Consultant must meet all licensing requirements that apply to their business 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 they are required by the laws of those jurisdictions.  The Consultant should carefully consider those costs prior to submitting their offer, as the City will not separately pay or reimburse those costs to the Consultant.  
Seattle Business Licensing and associated taxes.
a. If you have a “physical nexus” in the city, you must obtain a Seattle Business license and pay all taxes due before the Contract can be signed.  
b. A “physical nexus” means you have physical presence, such as: a building/facility in Seattle, you make sales trips into Seattle, your own company drives into Seattle for product deliveries, and/or you conduct service work in Seattle (repair, installation, service, maintenance work, on-site consulting, etc). 
c. We provide a Consultant Questionnaire Form in our submittal package items later in this RFQ, and it will ask you to specify if you have “physical nexus”.
d. All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the Consultant and not charged separately to the City.  
e. The apparent successful Consultant(s) must immediately obtain the license and ensure all City taxes are current, unless exempted by City Code due to reasons such as no physical nexus. Failure to do so will cause rejection of the submittal.  
f. Self-Filing: You can pay your license and taxes on-line using a credit card  https://dea.seattle.gov/self/
g. For Questions and Assistance, call the Revenue and Consumer Protection (RCP) office which issues business licenses and enforces licensing requirements.  The general e-mail is rca@seattle.gov.  The main phone is 206-684-8484, or call RCA staff for assistance (Anna Pedroso at 206-615-1611, Wendy Valadez at 206-684-8509 or Brenda Strickland at 206 684-8404).
h. The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.  
i. The City of Seattle website allows you to apply and pay on-line with a Credit Card if you choose.
j. If a business has extraordinary balances due on their account that would cause undue hardship to the business, the business can contact the RCA office (see contacts above in #7) to request additional assistance. A cover-sheet providing further explanation, with the application and instructions for a Seattle Business License is provided below.  
k. Those holding a City of Seattle Business license may be required to report and pay revenue taxes to the City.  Such costs should be carefully considered by the Consultant prior to submitting your offer.  When allowed by City ordinance, the City will have the right to retain amounts due at the conclusion of a contract by withholding from final invoice payments.



 

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 number).  If the State of Washington has exempted your business from State licensing (some foreign companies are exempt and sometimes, the State waives licensing because the company has no physical presence in the State), then submit proof of that exemption to the City.  All costs for any licenses, permits and associated tax payments due to the State because of licensing shall be borne by the Consultant and not charged separately to the City.  Instructions and applications are at http://www.dol.wa.gov/business/file.html  and the State of Washington Department of Revenue is available at 1-800-647-7706.
Federal Excise Tax.  The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). 

7.8 Submitter Responsibility to Provide Full Response. 
It is the Submitter’s responsibility to provide a full and complete response that does not require interpretation or clarification by the City.  The Submitter is to provide all requested materials, forms and information. The Submitter is to ensure the materials submitted properly and accurately reflects the Submitter’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 Submitter after the RFQ deadline; this does not limit the City right to consider additional information (such as references that are not provided by the Submitter but are known to the City, or past City experience with the consultant), or to seek clarifications as needed. 

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

7.10 Expansion Clause.
Note that the contract strictly limits the expansion of scope and addition of new work not expressly provided for within the RFQ Scope of Work.  The Submitters are to bring forward any questions about the scope that should be named within the solicitation, during the Question and Answer period.  
7.11 Right to Award to Next Ranked Consultant.
If a contract is executed because of this solicitation process and is terminated within 90-days, the City reserves the option to return to the solicitation process to award the contract to the next highest ranked responsive Consultant by mutual agreement with such Consultant.  Any new award may also be allowed this right.  
7.12 Background Checks.
The City may require background/criminal checks during the course of the contract for essential City.  The City does not intend to request such background checks unless essential in the opinion of the City.  
7.13 Negotiations.
The City may open discussions with the apparent successful Submitter, to negotiate costs and modifications to the proposal or the contract, to align the proposal or contract to meet City needs within the scope sought by the solicitation. 
7.14 Effective Dates of Offer.
Solicitation responses are valid until the City completes award.  Should any Submitter object to this condition, the Submitter must object prior to the Q&A deadline on page 1.
7.15 Cost of Preparing Proposals.
The City will not be liable for any costs incurred by the Submitter to prepare, submit and present proposals, interviews and/or demonstrations.
7.16 Readability.
Submitters are advised that the City’s ability to evaluate proposals depends on the Submitter’s submittal document, including organization, level of detail, comprehensive material and readability. 
7.17 Changes or Corrections to Proposal Submittal.
Prior to the submittal closing date and time, a Consultant may change its proposal, if initialed and dated by the Consultant.  No changes are allowed after the closing date and time. 
7.18 Errors in Proposals.
Submitters are responsible for errors and omissions in their proposals.  No such error or omission shall diminish the Submitter’s obligations to the City.
7.19 Withdrawal of Submissions.
A submittal may be withdrawn by written request of the Submitter, prior to the closing date and time.  After the closing date and time, the submittal may be withdrawn only with permission by the City.
7.20 Rejection of Submissions.
The City reserves the right to reject any or all submissions with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
7.21 Incorporation of RFQ and Proposal in Contract.
This RFQ and the Submitter’s response, including all promises, warranties, commitments, and representations made in the successful proposal as accepted by the City, shall be binding and incorporated by reference in the City’s contract with the Submitter.
7.22 Independent Contractor.
The Consultant works as an independent contractor.  The City will provide appropriate contract management, but that does not constitute a supervisory relationship to the consultant. Consultant workers are prohibited from supervising City employees or from direct supervision by a City employee.  Prohibited supervision tasks include conducting a City of Seattle Employee Performance Evaluation, preparing and/or approving a City of Seattle timesheet, administering employee discipline, and similar supervisory actions.
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.
7.23 RESERVED.

7.24 RESERVED. 

7.25 Insurance Requirements.
	 
Any special insurance requirements are provided as an Attachment (see Attachments section). If attached, provide proof of insurance to the City before Contract execution.  The City will remind the apparent successful Submitter in the Intent to Award letter.  The apparent successful Submitter must promptly provide proof of insurance to the Consultant Contracts Specialist.    
Consultants are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, if the Consultant is selected as a finalist.  Submitters may elect to provide the requested insurance documents within their submission.
7.26 Proprietary and Confidential Material.

Requesting Disclosure of Public Records.
The City asks interested parties to not request public disclosure of proposal records until a contract is executed.  This measure should shelter the solicitation process, particularly during the evaluation and selection process or if a cancellation occurs or re-solicitation.  With this preference stated, the City will continue to respond to all requests for disclosure of public records as required by State Law.
Marking and Disclosing Material.
Washington’s Public Records Act (Release/Disclosure of Public Records)
Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are public records.  These records include but are not limited to proposal submittals, agreement documents, contract work product, or other material.  
Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless a judge rules that RCW or another Washington State statute exempts records from disclosure.  Exemptions are narrow and explicit and are in Washington State Law (Reference RCW 42.56 and RCW 19.108).  
Submitters must be familiar with the Washington State Public Records Act and the limits of record disclosure exemptions.  For more information, visit the Washington State Legislature’s website at http://www1.leg.wa.gov/LawsAndAgencyRules). 
If you believe any records you are submitting to the City as part of your submittal or contract work product, are exempt from disclosure you can request that the City not release the records until the City notifies you about the pending disclosure.  To make that request, you must complete the appropriate portion of the Consultant Questionnaire (Non-Disclosure Request Section) and identify each record and the exemption(s) that may apply.  If you are awarded a City contract, the same exemption designation will carry forward to the contract records.
The City will not withhold materials from disclosure because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Identify no entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite on in the Consultant Questionnaire.  Only the specific records or portions of records properly listed on the Consultant Questionnaire will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 
If the City receives a public disclosure request for any records you have properly and listed on the Consultant Questionnaire, the City will notify you in writing of the request and postpone disclosure, providing sufficient time for you to pursue an injunction and ruling from a judge.  While it is not a legal obligation, the City, as a courtesy, allows up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If you fail to obtain a Court order within the ten days, the City may release the documents. 
By submitting for this solicitation, the Consultant acknowledges the obligation to identify such records within the Consultant Questionnaire, and that the City has no obligation or liability to the Submitter if the records are disclosed.

7.27 Ethics Code.
Please familiarize yourself with the City Ethics code:  http://www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Consultants, Customers and Clients.  Any questions should be addressed to Seattle Ethics and Elections Commission at 206-684-8500.



No Gifts and Gratuities.  
Consultants shall not directly or indirectly offer anything (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the Consultant.  An example is giving a City employee sporting event tickets to a City employee on the evaluation team of a solicitation to which you submitted. The definition of what a “benefit” would be is broad and could include not only awarding a contract but also the administration of the contract or evaluating contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items from Consultants.  Promotional items worth less than $25 may be distributed by the Consultant to City employees if the Consultant uses the items as routine and standard promotions for the business.
Involvement of Current and Former City Employees.
The Consultant Questionnaire within your submittal documents prompts you to disclose any current or former City employees, official or volunteer that is working or assisting on solicitation of City business or on completion of an awarded contract.  Update that information during the contract.  
Contract Workers with over 1,000 Hours.
The Ethics Code applies to Consultant workers that perform over 1,000 cumulative hours on any City contract during any 12-month period.  Any such employee must abide by the City Ethics Code. The Consultant is to be aware and familiar with the Ethics Code accordingly.
No Conflict of Interest.  
Consultant (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Consultant performance. The City shall make sole determination as to compliance.  
8. [bookmark: _MON_1310214601][bookmark: _Toc386121739][bookmark: _Toc521141123][bookmark: _Toc524484970][bookmark: _Toc524754157]Response Format.
Prepare submissions with the following format and attachments.  Failure to clearly and completely provide all information below, on forms provided and in order requested, may cause rejection as non-responsive.  Pages described below are considered 8.5” x 11” single sided.  Cover pages or dividing pages are not allowed as part of your submittal. 

1. Optional - Letter of interest (1 page). 

2. Legal Name (1 page): Submit a certificate, copy of web-page, or other documentation from the Secretary of State (or Washington State Department of Revenue/Licensing if you are a sole proprietor) in which you incorporated that shows your legal name as a company.  Many companies use a “Doing Business As” name or a nickname in their daily business.  However, the City requires the legal name of your company, as it is legally registered.  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/).

3. Minimum Qualifications (6 pages maximum, 1 single page per minimum qualification):  Provide a single page that lists each Minimum Qualification, and exactly how you achieve each minimum qualification.  Remember that the determination you have achieved all the minimum qualifications is made from this page.  The Project Manager is not obligated to check references or search other materials to make this decision.  

4. Mandatory - Consultant Questionnaire:  Submit the following form with your proposal package. Submit this, even if you have sent one in to the City on previous solicitations or contracts.

[bookmark: _MON_1443598609]	
		
5. Mandatory - Proposal Response (14 pages maximum):  The City seeks a team that will provide expertise in Safe Routes to School bicycle and pedestrian program development and implementation including walking and biking audits, traffic circulation plans, family-oriented bike trains, walk and bike events, bike clubs, and bike safety education. Prepare a response to the solicitation that includes following:
· Proposed team (2 pages maximum)
· Provide an organizational chart for your proposed project team and provide estimates 
for the man-hours and classifications needed to complete the project.
· Identify your key team members, describe their role and level of involvement in the project. Include relevant projects and experience to the type of work described within this SOQ of the key team members. Experience with local and relevant projects, local agencies, and City of Seattle safety projects or programs is preferred.
· Consultant experience implementing bicycle and pedestrian safety education programs (2 pages maximum)
· Describe the Consultant team’s approach to implementing bicycle and pedestrian safety education programs and discuss previous work developing these programs. Include in the SOQ projects of similar magnitude and complexity performed by the consultant team in the last five years. Identify proposed team members who were on the project team and their role.
· Consultant experience implementing bicycle and pedestrian encouragement programs (2 pages maximum)
· Describe the Consultant team’s approach to implementing bicycle and pedestrian encouragement programs and discuss previous work developing these programs. Include in the SOQ projects of similar magnitude and complexity performed by the consultant team in the last five years. Identify proposed team members who were on the project team and their role.
· Consultant experience assessing neighborhood bicycle and pedestrian safety, school traffic safety, and making recommendations for improvement (2 pages maximum)
· Describe the Consultant team’s approach to leading bicycle and pedestrian safety audits and producing audit reports, assessing school traffic circulation, and providing recommendations for improvements. Include in the SOQ projects of similar magnitude and complexity performed by the consultant team in the last five years. Identify proposed team members who were on the project team and their role.
· Consultant experience working with communities of color and recent immigrants (2 pages maximum)
· Describe the Consultant team’s approach to working with communities of color and recent immigrants. Describe the challenges and opportunities of working with these communities, and provide examples of innovative approaches to education and encouragement campaigns. 
· Resumes (4 pages maximum)
· Attach the resumes of your key project members. Resumes shall be limited to 1 page for each team member and highlight relevant City of Seattle experience. 

Mandatory – Ethnic Media Plan:  You must respond to the embedded questions, with a clear and detailed response.


9. [bookmark: _Toc350863413][bookmark: _Toc350863414][bookmark: _Toc350863415][bookmark: _Toc350863416][bookmark: _Toc350863417][bookmark: _Toc350863418][bookmark: _Toc350863419][bookmark: _Toc350863420][bookmark: _Toc350863421][bookmark: _Toc350863422][bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498][bookmark: _Toc386121740]Selection Process.
8 
9 
9.1 Initial Screening: The Consultant Contracts Specialist shall review submittals for initial decisions on responsiveness and responsibility.  Those found responsive and responsible based on this initial review shall proceed to Step 2.   Minimum Qualifications, satisfactory past performance and/or completed Performance Evaluations if applicable, satisfactory financial responsibility and other elements are screened in this Step.
9.2 Proposal Evaluation:  The City will evaluate proposals using the criteria specified below. Responses will be evaluated and ranked or scored.  

Evaluation Criteria:
	Consultant experience implementing bicycle and pedestrian safety education programs
	25 Points

	Consultant experience implementing bicycle and pedestrian encouragement programs
	25 Points

	Consultant experience assessing neighborhood bicycle and pedestrian safety, school traffic safety, and making recommendations for improvement
	20 Points

	Consultant experience working with communities of color and recent immigrants
	30 Points

	Total 
	100 Points



9.3 Interviews: The City may interview top ranked firms that are most competitive to determine the most qualified Submitter.  Consultants invited to interview are to bring the assigned Project Manager named by the Consultant in the Proposal, and may bring other key personnel named in the Proposal. The Consultant shall not bring individuals who do not work for the Consultant or are on the project team without advance authorization by the Consultant Contract Specialist.
9.4 Professional References:  The City may contact one or more professional references have been provided by the Submitter in the Consultant, or other sources that may not have been named by the Submitter but can assist the City in determining performance.
9.5 Selection:  The City shall select the highest ranked Submitter (s) for award including the interview and written proposal. Following interviews, the City shall select the highest ranked Submitter for award. The scoring for the written SOQ and the interview will not be cumulative.
9.6 Contract Negotiations.  The City may negotiate elements of the proposal as required to best meet the needs of the City, with the apparent successful Submitter.  The City may negotiate any aspect of the proposal or the solicitation. The City does not intend to negotiate the base contract, which has been attached (See Attachments).
9.7 Repeat of Evaluation: If no Consultant is selected at the conclusion of all the steps, the City may return to any step in the process to repeat the evaluation with those proposals active at that step.  The City shall then sequentially step through all remaining steps as if conducting a new evaluation process. The City reserves the right to terminate the process if no proposals meet its requirements.
10. [bookmark: _Toc386121741]Award and Contract Execution. 
The Consultant Contracts Specialist will provide timely notice of intent to award to all Consultants responding to the Solicitation. 

Protests to Consultant Contracts Specialist.
Interested parties that wish to protest any aspect of this RFQ selection process must provide written notice to the Consultant Contracts Specialist for this solicitation within the timeframe indicated in the Notice of Intent to Award letter.  For further information on SDOT specific protest policies, please contact the CCU Specialist directly. Note that the City is to notify Federal Transit Administration if protesting a solicitation for contracts with FTA funds.

Debriefs.
[bookmark: _Toc79482493][bookmark: _Toc85261728]For a debrief of materials produced in the solicitation process, contact the Consultant Contracts Specialist within two weeks of receiving the Notice of Intent to Award letter.  Do not contact the Project Manager or other staff regarding the selection process. 

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

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

Checklist of Final Submittals Prior to Award.
The Consultant(s) should anticipate the Letter will require at least the following.  Consultants are encouraged to prepare these documents when possible, to eliminate risks of late compliance.
· Seattle Business License is current and all taxes due have been paid.
· State of Washington Business License.
· Certificate of Insurance (if required)
· Special Licenses (if any)

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


11. [bookmark: _Toc350863425][bookmark: _Toc350863426][bookmark: _Toc386121742]Attachments.

[bookmark: _Toc292443196]For convenience, the following documents have been embedded in Icon form within this document.  To open, double click on Icon.  

[bookmark: businesscase][bookmark: taxpayeridandw9formappendix]Attachment #1:   Insurance Requirements 
[bookmark: Check1]|X| Proof of insurance is required, see the embedded requirements below.

	

Attachment #2:  Consultant Contract 
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CITY OF SEATTLE Revenue and Consumer Affairs
700 5th Avenue, Suite 4250


P.O. Box 34214
Seattle, Washington 98124-4214


(206) 684-8484    fax (206) 684-5170
email address     rca.bizlictx@seattle.gov web site     http://www.cityofseattle.net/rca/


INFORMATION and INSTRUCTIONS FOR BUSINESS LICENSE APPLICANTS
Business License Required - Based on chapter 5.55 (formerly 5.44) of the Seattle Municipal Code, it is unlawful to engage in business in Seattle
without first obtaining a city business license. The license is valid only for the legal owner listed on the license. If your place of business, business office,
work space, or work location will be located within the City of Seattle; i.e., between 145th in the North end and approximately Roxbury Street in the South
end, you will need a City of Seattle business license. If your place of business is not located within the city limits, but you or sales agents will be physically
coming into the City to conduct business or to call on clients, you will need a Seattle business license.


The cost for a Seattle business license is $90.00 for the calendar year (January - December) or if opening after June 30, the license fee is $45.00.  Effective
January 1, 2005, if a business has $20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar
year and $22.50 for the half year fee.  The business license expires on December 31 of the year purchased.  The license must be renewed annually.  Non-
payment of a renewal does not close the business license account. Written notice of closing or sale of the business, including the effective date is required to
close the account. Final tax returns will be sent.


Requirement to File Tax Returns - All businesses are required to file business license tax returns (commonly referred to as the B & 0 tax) with the
City of Seattle. Per Seattle Municipal Code 5.55.040 D. Businesses with less than $50,000 annual taxable revenue for the calendar year (January through
December) may file annual reports if the revenue declaration on the application and/or renewal form is accepted by the Director. The annual return must list
the actual revenue figures, but the business may declare no tax due on the appropriate line of the form. Taxable revenue is gross revenue less allowable
deductions as defined in SMC 5.45.100. Businesses with $50,000 or greater annual taxable revenue are subject to tax on the entire amount. Quarterly, or
Annual returns as authorized, must be filed regardless of whether or not tax is owed. The Director may assign certain accounts to Monthly reporting. Returns
not received on or before the due date will be subject to late charges pursuant to SMC 5.55.110.


Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance. Call the Department of
Planning and Development at (206) 684-8850 if you have questions.


INSTRUCTIONS FOR THE LICENSE APPLICATION - This information follows the same order as the application.


If you have obtained a State of Washington Unified Business Identifier Number (UBI), a Federal Employer Identification Number (FEIN), a Contractor
Number, a City of Seattle Vendor Identification Number, or currently have an Internet address, please enter these in the spaces provided. None of these
items are required on the application if they are not available or not applicable. The S.I.C. code (Standard Industrial Classification code) and/or the
N.A.I.C.S. code (North American Industry Classification System) will be entered by office personnel at the time of processing.


TYPE OF BUSINESS - Check the box for the correct "nature" of the legal entity as registered with the State of Washington.
 If your business is registered as a non-profit organization, please check the appropriate box on the application.


LEGAL NAME - Based on the entity please provide the full legal name as noted below:
Sole Proprietor - list last name, then the first name and middle initial;
Corporation - list the corporate name as filed with the State of Washington (not the shareholder's names);
Partnership - list the partners' last names only;
LLC - (Limited Liability Company), list the name as filed with the State (not the owner's names).


TRADE NAME - Commonly referred to as the dba (doing business as) for a business when the business name is different than the legal name.


STARTING DATE - The date the legal owner commenced business activity in the City of Seattle. Note: tax forms for all periods (from the starting or
opening date of the business as listed on the application) are required to be filed, even if no tax due, or no revenue generated.


PHYSICAL BUSINESS LOCATION AND MAILING ADDRESSES - Tax forms, licenses and license renewal notices will be sent to the mailing
addresses listed on the application if different than the physical location address. All Seattle locations must list a street address even though a PO. Box or
mail drop is used for mailing purposes. Please provide a current phone number for the business and if applicable, a cell phone number and/or fax number.


OTHER BUSINESS LOCATIONS IN SEATTLE - List the street address of all other locations in the City of Seattle; a $10.00 license fee is required
for each additional location. The renewal fee is $10.00 per calendar year. If you would like the branch location(s) to be sent a separate tax reporting form for
each quarterly tax period, check the appropriate box. All businesses that are granted "Annual" tax reporting status must report as one combined entity when
there is more than one location due to the $50,000 taxable revenue threshold.


NATURE OF BUSINESS - Be very specific, just indicating "service" or "retail" alone is not acceptable. List the type of service you provide and/or the
products sold. If you do not include enough specific information in this section, the application may be delayed until more details are provided. If you indicate
utility services, charging of admission or conducting any gambling activity, you will be required to complete additional registration paper work and tax liability
for utility tax, admission tax and/or gambling tax will be assigned to your business license account.


OWNERS, PARTNERS, OFFICERS - List full/true legal name, residential address, telephone and date of birth for all owners, partners, and officers.







Page 2 - Instructions for completing the City of Seattle business license application.


TAX REPORTING STATUS - Licensees are required to file Quarterly tax returns if taxable revenue for the entire entity is expected to exceed $50,000.
Only those businesses that estimate annual taxable revenue of less than $50,000 and are granted Annual tax reporting by the Department may file annually.
Total taxable revenue is determined by the licensee (legal entity), not for each location. If a business or licensee exceeds the $50,000 threshold for an
annual period, the Department will change the reporting status to quarterly for the following year. The Director may assign some businesses to a Monthly
reporting frequency. Tax forms are due on the last day of the month following each reporting period and must be filed even if no tax is due. All tax forms filed
after the due date are subject to late fees.


IF YOU PURCHASED THIS BUSINESS - Indicate former owner's forwarding address and phone number if known. Indicate the former owner's
customer number with the City of Seattle. Successors may be liable for back taxes on the business. If this is a new legal entity for you, provide your original
customer number.


SIGNATURE REQUIRED - Please sign the application. Also print the name and title of the signer. Provide the date the application was signed.


FEES DUE - Depending on the date of opening iin Seattle, the fee will be $90.00 or $45.00 for one location. Effective January 1, 2005, if a business has
$20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar year and $22.50 for the half year.
Indicate how many branch locations are being licensed and multiply that number times $10.00. Enter the total amount due for additional locations (if any)
and then total due for the application. Make your check payable to the City of Seattle. Include any past license fees if open date is prior to the current year.


REGULATORY LICENSES OR ADDITIONAL ENDORSEMENTS - If you are just starting your business and are not certain what business
activities you will be conducting, you may apply for additional endorsements at a later date. It is the owner's responsibility to apply for and maintain all
required licenses. Failure to be properly licensed may result in substantial penalties. If you will be performing as an adult entertainer or managing an adult
entertainment premise you must appear in person at the Revenue and Consumer Affairs Office, Suite 4250, of the Seattle Municipal Tower Building at 700
5th Avenue, Seattle, for a photo identification and a criminal background check.


Note: If you need a for-hire drivers license, please contact King County Licensing at (206) 296-2710. Taxicab association offices and taxicab owners should
apply for licenses at the Consumer Affairs Unit: 805 S. Dearborn Street, Seattle, WA 98134. Phone: (206) 386-1298. A criminal background check is
required.


You should contact Revenue and Consumer Affairs regarding additional licensing requirements if you will be doing any of the following:
operating a Trade Show;
owning/operating a taxicab or taxicab association;
installing and/or maintaining burglar alarm systems;
operating an all ages dance;
operating a horse-drawn carriage;
operating as a panoram device location;
operating as a residential seller (door to door);
functioning as a weighmaster and/or weigher;
operating an adult entertainment premise;
owning/operating amusement devices;


operating a utility, telephone network, pager services, or cable television franchise;
charging admission for any event;
operating any type of gambling activity;
operating a public parking garage;
operating a tattoo shop;
owning/operating tow trucks;
selling any type of used goods;
operating a mobile home park;
or operating a public bathhouse;
monitoring alarm systems.


Request for Additional Information


Note: The Seattle Municipal Code is located on the internet: http://clerk.ci.seattle.wa.us/-public/


If you would like to receive additional information from the Seattle Municipal Code concerning the following, you may return this section to the
address at the top of the instruction sheet. Please provide the name and address where the information should be mailed:


Please mail information on the following License Endorsements that are required in addition to the City Business License:


Adult Entertainment Premise (SMC 6.270) Exp. Dec 31  Public Garage/Parking Lots (SMC 6.48) Exp. Mar 31
Adult Entertainer (SMC 6.270) Exp. Dec 31  Residential Seller (SMC 6.260) Exp. May 31
Adult Entertainer Manager (SMC 6.270) Exp. Dec 31  Tatoo Shop (SMC 6.102) Exp. Feb 28
Amusement Devices (SMC 6.270) Exp. Nov 30  Taxicabs (SMC 6.310) Exp. Aug 31
Burglar Alarm Dealer (SMC 6.08) Exp. Dec 31  Taxicab Association (SMC 6.310) Exp. Dec 31
All Ages Dance (SMC 6.294) Exp. Sept 30  Tow Trucks (SMC 6.214) Exp. Aug 31
Horse-drawn Carriages (SMC 6.315) Exp. Mar 31  Used Goods (SMC 6.288) Exp. Mar 31
Mobile Home Park (SMC 22.904) Exp. Jul 31  Weighmaster (SMC 7.04.565) Exp. Apr 30
Panoram Location/Device (SMC 5.42) Exp. Dec 31  Trade Show License (SMC 6.20) Daily
Public Bathhouse (SMC 6.36) Exp. Dec 31  Alarm System Monitoring (SMC 6.10) Exp. Dec. 31


Please mail the appropriate section of the SMC covering the City of Seattle business taxes for:


Gambling Tax (SMC 5.52) Business License Tax (SMC 5.45)
Admission Tax (SMC 5.40) Definitions (SMC 5.30)
Occupation Utility Tax (SMC 5.48) Administrative Provisions (SMC 5.55)
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CITY OF SEATTLE
Revenue and Consumer Affairs
700 5th Avenue, Suite 4250
P.O. Box 34214
Seattle, Washington 98124-4214
(206) 684-8484    fax (206) 684-5170 email address   rca.bizlictx@seattle.gov
www.cityofseattle.net/rca/


FOR OFFICE USE ONLY


CUSTOMER Number ___________________________________


OBL. NR. ___________________________ AMT. ____________


OBL. NR. ___________________________ AMT. ____________


OBL. NR. ___________________________ AMT. ____________


APPLICATION FOR BUSINESS LICENSE     Annual Fee $90.00
The license is for the calendar year, January through December.  For a business that opens July 1 or thereafter, the half-year fee is $45.00*


The half-year fee does NOT apply to any years prior to 1998.  The Seattle business license expires December 31.
*If worldwide annual gross income and/or value of products is estimated as $20,000 or less, the license fee


is $45.00 ($22.50 for half-year fee).


PLEASE PRINT OR TYPE - COMPLETE BOTH SIDES OF THE APPLICATION
Your business will be assigned a City of Seattle CUSTOMER NUMBER.  Refer to the Customer Number in any future correspondence relating to your license.
Let us know if you previously had a Seattle business license.  The account will be deemed a reinstatement ONLY if it has been closed for at least 12 months.


Please provide the information in the first section if it is available.  The ID numbers are not required to obtain a City of Seattle business license.


State of Washington UBI # FEIN


State of Washington Contractor # City of Seattle Vendor ID #  (if applicable)


Internet Address (if applicable)


Have you previously had a Seattle Business License? YES NO


S.I.C. Code   ____  ____  ____  ____   (office use only)


N.A.I.C.S. Code  ____  ____  ____  ____  ____  ____   (office use only)


PLEASE COMPLETE ALL SECTIONS BELOW and the REVERSE SIDE OF THIS FORM PROVIDING the BUSINESS INFORMATION


TYPE OF BUSINESS (Check ONE) Sole Proprietor Corporation Partnership LLC Other______________________________


Is the business a non-profit organization?     Yes No (Non-profit organizations are required to be licensed and file tax returns as all other businesses.)


LEGAL NAME OF BUSINESS ENTITY____________________________________________________________________________________________________
  (If a sole proprietorship, please list your legal name, last name first, and include any middle initial.)


TRADE NAME or dba (doing business as) _________________________________________________________________________________________________


WHAT IS THE STARTING DATE OF BUSINESS IN SEATTLE? Month___________________________ Day __________________ Year____________________


If the business was operating in Seattle before the current year, prior years' license fees, taxes, penalties and interest may be due.


Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance.
The location of your business should be indicated below.  You must list a physical address (a post office box or mail drop is not considered a physical address).


PHYSICAL BUSINESS LOCATION:


Mailing address for LICENSE & RENEWAL


Mailing address for TAX FORMS


BUSINESS PHONE: - CELLULAR PHONE - FAX -


SAME AS ABOVE


SAME AS ABOVE


ADDRESS CITY STATE ZIP


ADDRESS CITY STATE ZIP


ADDRESS CITY STATE ZIP


LIST OTHER BUSINESS LOCATIONS IN SEATTLE - Each BRANCH LICENSE FEE is $10.00 per year (attach a separate sheet, if needed).
TRADE NAME ADDRESS SEATTLE ZIP CODE TELEPHONE "Separate" tax reporting status?


Yes


Yes


No


No
PLEASE COMPLETE THE BACK SIDE OF THE APPLICATION - ALL INFORMATION AND A SIGNATURE IS REQUIRED TO PROCESS


IS THIS LOCATION BEING ADDED AS A BRANCH ONLY TO AN EXISTING LICENSE? YES NO







CITY OF SEATTLE APPLICATION FOR BUSINESS LICENSE - Page 2


NATURE OF BUSINESS:  Check all that apply and provide detail below.  THIS INFORMATION should be as detailed as possible.


     Manufacturing-Extracting       Printing & Publishing       Tour Operator       Wholesale       Retail       Service       Transportation        Other


     Utility Services (telephone services, pager services, cable television franchise)         Charging Admission for Events/Shows            Gambling Activity


DOES YOUR BUSINESS OWN OR OPERATE PRICE SCANNING EQUIPMENT? YES NO


DESCRIBE IN DETAIL THE PRINCIPAL PRODUCT(s) OR SERVICE(s) RENDERED:


NOTE: Additional licenses or endorsements may be required depending on the business activity - please see instruction sheet under regulatory licenses.


NAME(S) OF SOLE PROPRIETOR, PARTNERS, CORPORATE OFFICERS, AND RESIDENT AGENTS:  List true name(s), residence address,
telephone number and date of birth of the sole proprietor or all partners or corporate officers/directors and their titles (attach a separate sheet, if needed).
NAME AND TITLE RESIDENCE ADDRESS        CITY, STATE, ZIP                       TELEPHONE     DATE OF BIRTH


TAX REPORTING STATUS - Seattle BUSINESS LICENSE TAX FORMS must be filed by every business, EVEN IF NO TAX IS DUE.
Based on the taxable revenue for your business as described below, please check one of the following reporting frequencies:


      QUARTERLY -  Estimated taxable revenue will exceed $50,000 per year for entire entity - main location and branches (tax  is due every quarter).
      ANNUAL  -  Estimated taxable revenue will be less than $50,000 per year for entire entity (no tax due if revenue is less than $50,000).


A Business granted ANNUAL reporting status by Revenue and Consumer Affairs must file a combined tax return if there is more than one location.
Tax  forms are mailed to the last known address - failure to receive the form does not preclude the requirements to file timely.
YES   My annual worldwide gross income and/or value of products will be $20,000 or less.


  Should my gross income and/or value of products be greater than $20,000, I understand
  I will be responsible for additional license fees.


IF YOU PURCHASED THIS BUSINESS, DID YOU TAKE OVER THE ENTIRE BUSINESS ONLY A PORTION


FORMER OWNER'S NAME     CURRENT ADDRESS CITY, STATE, ZIP TELEPHONE CUSTOMER NUMBER


A SIGNATURE IS REQUIRED IN ORDER TO PROCESS THE APPLICATION
As applicant, I ___________________________________________ , certify or declare under penalty of perjury under the laws of the State of Washington
that the foregoing is true and correct.  All information given is subject to verification with State of Washington, Department of Revenue.


SIGNATURE ______________________________________________________________ DATE _______________________________________


PLEASE PRINT your NAME __________________________________________________ TITLE ________________________________


Business License Fee if OPEN date is January 1 - June 30 $ 90.00
If $20,000 or less in worldwide annual gross income $ 45.00


Business License Fee if OPEN date is July 1 or later in year $ 45.00
If $20,000 or less in worldwide annual gross income $ 22.50


Additional Seattle Locations   ___________   X $10.00   = $ ____________


TOTAL DUE .................................................................. $ ____________


FEES DUE - MAKE CHECK PAYABLE TO CITY OF SEATTLE FOR OFFICE USE ONLY
Initials Date


Processed by


Tax Forms Mailed


Enforcement


License # Issued
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City Of Seattle 


City of Seattle 


THE SEATTLE ETHICS & ELECTIONS COMMISSION 
 


The SEEC is a seven-member, independent panel 
of citizen volunteers.  The Commission and its staff 
are responsible for administering the City of Seattle 
Ethics, Elections, and Whistleblower Protection 
Codes. Three Commissioners are appointed by the 
Mayor, three by the City Council, and the seventh 
by the other six. They are confirmed by the City 
Council and serve overlapping three-year terms. 


The Commission is supported by a staff of six 
employees who provide training, investigate 
complaints, and issue advisory opinions. 


TRAINING AND INFORMATION 
Ethics training and brochures are available by 
request. Information is also available at the 
Commission website: http://www.seattle.gov/ethics/.  


COMMISSION MEETINGS 
You are invited to attend any Commission meeting.  
Meetings are usually the first Wednesday of the 
month in the Seattle Municipal Tower.   


Copies of the meeting agenda, including time and 
location, are in our office and on our Internet web 
site under Commission/Agendas & Minutes. You 
can also call 206-684-8500 for meeting times and 
locations. 
 
 
 


 


 


 


 


 


 


 


 


 
 


This brochure highlights portions of the Seattle 
Ethics Code, SMC 4.16.  The complete law is on the 
City Clerk’s Seattle Municipal Code (SMC) web site, 
http://clerk.ci.seattle.wa.us/~public/code1.htm.  
Copies are also available in the SEEC office. 
 


ETHICS COMPLAINTS AND CONSEQUENCES 
Anyone who feels a City officer or employee has 
violated the Ethics Code may complain to the Ethics 
and Elections Commission. Commission staff will 
investigate whether there is a Code violation. 


If it is found that an employee or official violated the 
City’s Ethics Code, the Commission may fine that 
person up to $5,000 per violation plus costs and 
restitution. The Commission may also recommend 
disciplinary action, including suspension or discharge. 
 
A complaint may be dismissed if there is no violation 
of the Code or if the violation is minor and inadvertent 
or has already been remedied. 


ADVICE 
City employees and officers may seek advice on 
whether a planned action or activity raises issues 
under the City’s Ethics Code. 


 


 


 


 


 


 


 


 


 


 
ETHICS AND ELECTIONS COMMISSION 


 


Seattle Municipal Tower 
700 Fifth Avenue,  Suite 4010 


 
Mon - Fri: 8am - 5pm 


Tel: 206-684-8500  Fax: 206-684-8590 
E-mail:  ethicsandelections@seattle.gov 


Postal mail:  PO Box 94729, Seattle, WA 98124-4729 
 


Internet:   http://www.seattle.gov/ethics/  
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SEATTLE ETHICS AND ELECTIONS 


COMMISSION 
 


Your advocate for fair, open, and honest government. 







of 
The City of Seattle’s 


��������	��
����
��������	��
����
��������	��
����
��������	��
����
����


��������������
�
�����������
������
��	�
�����


 


�
�����
����
�
����������
��������
������
����
�������������
������
�������������
	���	� 


The Code of Ethics 
Seattle Municipal Code (SMC) 4.16 


 


The Seattle Ethics Code was created to inspire 
public trust in City government and ensure that 
City officers and employees are “independent, 
impartial, and responsible to the people.”   
The law is administered by an independent 
commission of citizen volunteers. 


The Code sets ethical standards about work 
activities, business relationships, and the use 
of City resources that apply to all City employees, 
elected officials, and members of most City 
boards and commissions.  


This brochure highlights areas of the Code that 
pertain to contractors, vendors, and regulated 
parties, and also to customers and clients. It is 
one of our efforts to increase awareness of the 
Code and to help you better understand what 
employees can and cannot do. 


If you would like more information or have 
questions, please call us at 206-684-8500  
or visit our web site:   


http://www.seattle.gov/ethics/�
�


This brochure is a general summary of the 
Seattle Ethics Code. If you have questions 
or would like advice on a specific issue, 
please contact Commission staff. 


206-684-8500 
 


HIGHLIGHTS 


THANKING CITY EMPLOYEES 
The best way to thank a City employee is to 
write a letter of praise to the employee’s 
supervisor. City employees may not accept 
gifts, loans or other things of value in 
appreciation for their work or services.  


Example:  Employees responsible 
for purchasing cannot receive 
gifts or premiums for the City  
orders they place.   


Employees may accept promotional items or 
items such as flowers or candy to share with co-
workers or the public, as long as they are valued 
at $25 or less. However, the Commission limits 
the value of such items to $50 from a single 
source in a calendar year.  


SOLICITING ITEMS 
City employees may not ask people with whom 
they do City business to donate items, whether 
for personal, charitable, or other purposes. 


Example: Inspectors may not ask businesses 
they inspect for donations of meeting spaces 
or supplies. 


NO FREE MEALS 
Employees may not accept free meals from 
people with whom they do City business, or from 
people who wish to do business with the City. 


 


Example: An employee who is 
meeting with a vendor or client 
for lunch cannot have the lunch 
paid for by the vendor or client. 


REFRESHMENTS AT MEETINGS 
Employees may accept basic refreshments—
such as coffee, tea, soft drinks, doughnuts, or 
cookies—when attending meetings in your office. 


USE OF CITY FACILITIES AND RESOURCES 
City employees cannot use City 
resources for non-City purposes.  
City property, including City paid 
time, vehicles, and equipment, may 
only be used for a City purpose. 


CONFLICT OF INTEREST 
Employees may not take part in City business 
where they, or an immediate family member, 
have a financial or private interest. Employees 
also may not take part in City business where 
they would appear to have a conflict of interest. 


Example: City employees must withdraw from 
a vendor selection process if one of the 
competitors is the employee’s spouse or 
domestic partner, or if a competitor has been 
the employee’s business partner or client 
within the last twelve months. 


ADVERTISING 
Employees cannot use their positions for 
anyone’s private gain or use City resources 
for a non-City purpose. Therefore, they cannot 
hand out or post advertising materials. 


INVITATIONS TO SEMINARS & CONFERENCES 


 


City employees may attend 
educational programs paid for by 
City vendors or potential vendors  


only under limited conditions.  Neither the City 
nor the employee can accept reimbursement for 
expenses incurred that are not allowable under 
the City's Travel Policies and Procedures. In all 
cases, the event must serve a City purpose 


Example: An employee may not attend a 
conference at your expense unless you are 
required by contract to provide training or 
education to City employees, or the employee 
is directed by his or her supervisor to attend. 
Reimbursement for travel or lodging must be 
made to the City, not to the individual. 


AFTER LEAVING CITY EMPLOYMENT 
Employees must wait one year after leaving 
the City before they can (i) assist others in 
proceedings involving their former agency, (ii) 
assist or represent others on matters in which 
they were officially involved, or (iii) compete for 
contracts when they helped determine the scope 
of work or the process for selecting a contractor��


Example: For one year, former employees 
may not assist their new employers in seeking 
permits from the City department they left. 
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City of Seattle Consultant Questionnaire   


Page 1 of 3

Consultant’s Name: ______________________________________________________________





City of Seattle Consultant Questionnaire


INSTRUCTIONS:  This is a mandatory form.  Submit this form with your response. Provide information to the extent information available.  If response is incomplete or requires further description, the City may request additional information within a specified deadline, or may determine the missing information is immaterial to award.   

		Consultant Information



		Consultant’s Legal Name 

		     



		“Doing Business Name” (dba) if applicable

		     



		Mailing Address 

		     



		Contact Person and Title 

		     



		Contact Person’s Phone Number

		     



		Contact Person’s Fax Number

		     



		Contact Person’s E-Mail Address

		     



		Dun & Bradstreet number (if available)

		     



		Identify the City and State of your company headquarters

		     





		Consultant Registration with City of Seattle



		Did your firm register on to the City’s Registration System at

http://www2.ci.seattle.wa.us/Consultantregistration/default.asp?  

For assistance, call 206-684-0444.

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     





		Most companies must hold a Seattle Business License (if you have a facility/office in Seattle, conduct sales visits to Seattle, deliver products in your own trucks, or perform on-site consulting, repairs, installation, etc).  If you fall within that category, will you immediately seek a Business License upon award and ensure all taxes are paid current?

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     








		Ownership

		



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

		     



		What year was your firm, under the present ownership configuration, founded?

		     



		How many years has your firm been in continuous operation without interruption?

		     



		What year did your firm begin providing, on a continuous basis, the types of services or products that are required from this solicitation?

		     





		Financial Resources and Responsibility

		Specify yes or no.  

If yes, explain.



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

		     



		Is your firm in the process of or in negotiations toward being sold?

		     



		Within the previous five years has your firm been debarred from contracting with any local, state, or federal governmental agency?

		     



		Within the previous five years has your firm been determined to be a non-responsible for any government contract?

		     



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

		     



		Within the previous five years has your firm used any Subconsultant to perform work on a government contract when that Subconsultant had been debarred by a governmental agency?

		     





		Affirmative Contracting – SMC 20.42

		Specify yes or no.  



		Within the previous ten years has your firm been found to have violated any anti-discrimination laws or regulations, whether they  be local, state, or federal?

		      If yes, explain.





		Disputes

		Specify yes or no.  

If yes, explain.



		Within the previous five years has your firm been the defendant in court on a matter related to payment to subconsultants or contract work performance?

		     



		Does your firm have outstanding judgments pending against it?

		     



		Within the previous five years, was your firm assessed liquidated damages on a contract?

		     



		Is your firm presently involved in a dispute (including litigation) regarding its right to provide the product or service being requested by the City for this contract, including but not limited to notice of and/or in litigation about patent infringement for the product and/or service that your firm is offering to the City?

		     





		Compliance

		Specify yes or no. 

 If yes, explain.



		Within the previous five years, has your firm or any of its owners, partners, or officers, been assessed penalties or found to have violated any laws, rules, or regulations of a government entity?  This does not include owners of stock in your firm if your firm is a publicly traded corporation.  

		     



		Within the past ten years, has any principal, officer or employee who will perform any of the work for the City been convicted of a crime ? 

		



		If a license is required to perform the services sought by this solicitation, within the previous  ten years has your firm or any principal, officer or employee who will perform work for the City had a license suspended by a licensing agency or been found to have violated licensing laws?

		     



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

		     



		Is there any other information that the City should be aware of regarding your history with financial, criminal or legal history, that has bearing on the work that the City is considering you to perform? 

		





		Involvement by Current and Former City Employees

		Specify yes or no. 





		Are any of your company’s principals, officers or employees who will perform work for the City, a current or former City of Seattle employee or volunteer?  If yes, identify the employee name.  Advise them of the duty to comply with City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16. 

		     





		Will any of your principals, officers or employees who will perform work for the City work more than 1,000 hours (per rolling 12 months) within a City contract, combining the hours for work under this contract and any other?  If so, identify the worker by name, and if the work pertains to an existing City contract, identify the contracting department and name of City contact.  Advise the worker of their duty to comply with the City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16

		     



		Does any principal, officer or employee who will perform work for the City of your firm, have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluation of the Consultant performance?  

		     





		Business History

		Specify yes or no. 


 



		In the last five years, has your firm held contracts with any other public agency to provide  services similar in size and scope to that required by the City of Seattle in this solicitation?

		     



		Provide and/or attach a list contracts your local firm held in the past five years, with sufficient detail for the City to understand the depth and breadth of your experience, with a particular emphasis on contracts with public agencies.   The City may use this to assess your capability and experience at this particular type of product provision or service work.  Specify the name/contact that can serve as a reference for each.

· If you have many such contracts, you can provide a brief list. 

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


 

		





		This form is submitted to the City of Seattle by an officer or person eligible to represent the Consultant firm, and the submittal certifies:



		Consultant is not debarred, suspended, proposed for debarment, or declared ineligible for award of contracts by any state, local, federal or other public agency.



		During the most recent three years, the Consultant has not  been convicted of or had a civil judgment rendering against the firm for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government contract or subcontract; violation of federal or state antitrust or similar statutes, relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen property, and my firm is not presently indicted for, or otherwise criminally or civilly charged by a Government entity with, commission of any of these offenses.



		Consultant has not paid, nor will pay, federal appropriated funds (including profit or fee received under a covered federal transaction), to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress on his or her behalf in connection with this solicitation, the Offeror shall notify the City of Seattle and complete and submit, with its offer, OMB standard form LLL, Disclosure of Lobbying Activities.



		Consultant has not had a governmental or private entity contract terminated prior to contract completion or debarred from submitting a contract proposal, within the last five years.



		Within the previous five years, Consultant has not used any subconsultant to perform work on a government contract when that Subconsultant had been debarred by a governmental agency.



		Consultant’s Offer is valid until the date the City awards a Consultant Contract or rejects all offers;



		Consultant has not, directly or indirectly, entered into any agreement, participated in any collusion, or otherwise taken any action in restraint of competitive pricing in the preparation and submission of its Offer;



		Consultant shall provide immediate written notice to the City of Seattle if, at any time prior to contract award, the Offeror learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.



		Submittal of this Consultant Questionnaire with your proposal provides authority and certification for your entire submittal, and is an attestation that the information in this Consultant Questionnaire and within your submittal proposal documents are true and valid





City Non-Disclosure Request 


If you believe any statements or items you submit to the City as part of this submittal/response are exempt from public disclosure under the Washington Public Records Act (PRA), you must identify and list them below.  You must very clearly and specifically identify each statement or item, and the specific exemption that applies.  If awarded a City contract, the same exemption status will carry forward to the contract records.  


The City will not exempt materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  You may not identify the entire page, unless the entire page is within the exemption scope. Only records properly listed on this Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 


 FORMCHECKBOX 
    I do not request any information be withheld.


 FORMCHECKBOX 
    I request the following specific information be withheld.  I understand that all other information will be considered public information.  For each statement or item you intend to withhold, you must fill out every box below.  You should not require an entire page withheld; only request the specific portion subject to the exemption. 

		Document Page: 

Specify the page number on which the material is located within your submittal package  (page number)

		Statement:


Repeat the text you request to be held as confidential, or attach a redacted version. 

		RCW Exemption:  

Specify the RCW exemption  including the subheading



		

		

		



		

		

		



		

		

		





For this request to be valid, you must specify the RCW provision or other State or Federal law that designates the documents as exempt from disclosure.  For example, potential RCW exemptions include the following:


1.  RCW 42.56.230.3 – Personal information -  taxpayer 


2. RCW 42.56.230.4 – Personal information – Credit card numbers and related


3. RCW 42.56.240 -  Investigative, law enforcement and crime victims


4. RCW 42.56.250 – Employment and licensing – specify the applicable subheading


5. RCW 42.56.260 - Real estate appraisals


6. RCW 42.56.270 (Items 1 through 17) – specify which subheading.


7. RCW 42.56.270 (items 1 through 17) – specify applicable subheading


8. RCW 42.56.420 - Security


Equal Benefits Compliance Declaration


Please declare one (1) option from the list below that describes the Contractor’s intent to comply with Seattle Municipal Code Chapter 20.45 should you win the contract. 

Equal Benefits applies to any contractor location in the United States where substantive contract work is being performed (work directly related in a substantial way to the contract scope and deliverables). 


 FORMCHECKBOX 

Option A The Contractor makes, or intends to make by the contract award date, all benefits available on an equal basis to its employees with spouses and its employees with domestic partners, and to the spouses and the domestic partners of employees, in every location within the United States where substantial work on contract will be performed.  


 FORMCHECKBOX 

Option B The Contractor does not make benefits available to either the spouses or the domestic partners of its employees.


 FORMCHECKBOX 

Option C The Contractor has no employees.


 FORMCHECKBOX 

Option D Collective Bargaining Delay.  Benefits are available on an equal basis to non-union workers, but union workers are subject to a collective bargaining agreement that does not provide equal benefits.


 FORMCHECKBOX 

Option E Open Enrollment Delay. The first open enrollment period for implementing Equal Benefits is not available until after contract execution

 FORMCHECKBOX 

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


 FORMCHECKBOX 

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


 FORMCHECKBOX 

Non-Compliant The Contractor does not comply and does not intend to comply, and refuses all options provided above.




Equal Benefits Instructions

Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires companies executing a City contract to provide health and benefits that are the same or equivalent to domestic partners of employees as to spouses of employees, and of their dependents and family members.  

1. Carefully fill out the Equal Benefits Declaration. It is essential to your standing in the evaluation process, so it is important to understand and complete the declaration properly. 


2. The Buyer or Coordinator for the solicitation can answer 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 marriage that is legally recognized in the place of jurisdiction of the marriage, or as a Domestic Partner with the employer or with a government registry established by state or local law. If the employer does not have a registration system and does not intend to implement one, the City of Seattle has a registration system as an option: http://www.seattle.gov/leg/clerk/dpr.htm

The City will review your responses and make a final determination.  If the information you supply is conflicting or not clearly supported by the documentation that the City receives, the City may reject your entire submittal (bid or proposal) or may seek clarification to ensure the City properly classifies your compliance.  


Companies that select “Non Compliant” will be rejected, unless there is no competitor that is compliant, responsive and responsible.  The City may also find a Bidder “Non Compliant” upon inspection of their program. Be prepared with documentation to support your declaration. All contracts awarded by the City may be audited for equal benefits compliance. Non-compliance may result in the rejection of a bid or proposal, or termination of the contract.

FAS Revised 5/8/2013
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Ethnic Media Plan


Community Outreach for City of Seattle


Answer the following questions to show your capacity, expertise and understanding of ethnic media in community outreach or city communications.  This will be scored by the evaluation committee.


1.  What outcomes do you expect from your media communication outreach through ethnic media?  Limit to two to three goals.


2. What are the measurable outcomes for each goal?


3. Who will you work with to achieve these goals?


4. Who is your target audience?


5. Why does your target audience care about this issue?


6. What ethnic media outlets will you work with?  Why?


7. What languages do you intend to translate message into?  Which message will be translated?


8. Who will do your translation and/or interpretation?
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Form    W-9
(Rev. December 2011)
Department of the Treasury  
Internal Revenue Service 


Request for Taxpayer 
Identification Number and Certification


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


Name (as shown on your income tax return)


Business name/disregarded entity name, if different from above


Check appropriate box for federal tax classification: 


Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate


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


Other (see instructions) ▶ 


Exempt payee


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


City, state, and ZIP code


Requester’s name and address (optional)


List account number(s) here (optional)


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


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


Social security number


– –


Employer identification number 


–


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


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


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


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


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


Sign 
Here


Signature of 
U.S. person ▶ Date ▶


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


2. The treaty article addressing the income.


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


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


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


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


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


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


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


Payments you receive will be subject to backup  
withholding if:


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


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


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


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


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


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


Also see Special rules for partnerships on page 1.


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


The following payees are exempt from backup withholding:


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


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


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


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


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


Other payees that may be exempt from backup withholding include:


6. A corporation,


7. A foreign central bank of issue,


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


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


10. A real estate investment trust,


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


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


13. A financial institution,


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


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


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


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


Interest and dividend payments All exempt payees except 
for 9


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


Barter exchange transactions and 
patronage dividends


Exempt payees 1 through 5


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


Generally, exempt payees 
1 through 7 2


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


The minor 2


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


The grantor-trustee 1


The actual owner 1


5. Sole proprietorship or disregarded 
entity owned by an individual


The owner 3


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


The grantor*


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


7. Disregarded entity not owned by an 
individual


The owner


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


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


The corporation


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


The organization


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


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


The public entity


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


The trust


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


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


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


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


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


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


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


To reduce your risk:


• Protect your SSN,


• Ensure your employer is protecting your SSN, and


• Be careful when choosing a tax preparer.


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


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


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


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


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


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


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


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


Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with 
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation 
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS, 
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District 
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies 
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to 
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a 
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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 2012  CONSULTANT CONTRACT    INSURANCE REQUIREMENTS TRANSMITTAL FORM  
FOR CITY USE ONLY: COMPLETE ALL YELLOW FIELDS 


Contract:   Safe Routes to School Federal Bicycle and Ped Contract Number: 14-032 


Contract  Manager: Sonia Palma Department: SDOT  Telephone: 206-684-4107 


 


INSURANCE REPRESENTATIVE – ATTACH THIS FORM TO INSURANCE CERTIFICATION SUBMITTED TO THE CITY 


 
 COMPLETE THESE FIELDS SO THAT WE MAY CONTACT YOU IF NECESSARY. 
 NAME:         POSITION:       
 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: SDOT - CCU (IF BLANK, “RISK MANAGER”)                                             


       P.O. BOX 34996 (IF BLANK, “P.O. BOX 94669”) 
                                                  SEATTLE, WA 98124-4996 (IF BLANK, “-4669”) 


 
 SEND COPY OF CERTIFICATION INCLUDING COPY OF ADDITIONAL INSURED PROVISION BY FAX TO (206) 470-1279 


OR AS AN EMAIL ATTACHMENT IN ADOBE PDF FORMAT TO RISKMANAGEMENT@SEATTLE.GOV . 
 
 


The Consultant shall maintain continuously throughout the term of this Agreement, 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:   
 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”) except: 
— $ 1,000,000 each offense Personal/Advertising Injury 


  — $ 1,000,000 each accident/disease Stop Gap/Employers Liability. 
       Automobile Liability insurance for owned, non-owned, leased or hired vehicles, as applicable.  The 


minimum limits shall be $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.  


       Worker's Compensation insurance for Washington State as required by Title 51 RCW Industrial Insurance.  
 


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  $2,000,000  or $      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  or $      
CSL each claim. 


  Aviation Liability insurance 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 $     . 


  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. 


 
 
 


 
 



mailto:riskmanagement@seattle.gov
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ONLY PARAGRAPH I. OF THE FOLLOWING CONDITIONS APPLIES TO WASHINGTON STATE TITLE 51 INDUSTRIAL 
INSURANCE (WORKERS COMPENSATION): 
 
C. CITY AS ADDITIONAL INSURED; PRODUCTS-COMPLETED OPERATIONS: As respects CGL and Automobile Liability 


insurance, and Contractor’s Pollution Liability insurance if required, the City of Seattle shall be included as an 
additional insured subject to a standard "Separation of Insureds" clause.  As respects CGL and (if required) 
Contractor’s Pollution Liability insurance, additional insured status for the City: 
1.   Must be established either by an appropriate additional insured endorsement issued and attached to the 


policy or by appropriate blanket additional insured policy wording, and 
2.   Shall be primary and non-contributory with any insurance or self-insurance coverage maintained by the City. 
 


D. NO LIMITATION OF LIABILITY:  The limits of liability specified herein are minimum limits of liability only and, 
except for the policy limits, shall not be construed to limit the liability of the Consultant or any of the Consultant’s 
insurers.  The City shall be an additional insured as required in paragraph C. above as respects the total limits of 
liability maintained, whether such limits are primary, excess, contingent or otherwise. 
 


E. 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 herein are satisfied. 


 


F. NOTICE OF CANCELLATION: Coverages shall not be canceled without at least thirty (30) days written notice to the 
City, except ten (10) days notice for non-payment of premium. 


 


G. 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 this Agreement.  The Consultant shall either maintain “claims 
made” forms coverage for a minimum of three years following the expiration or earlier termination of this 
Agreement, 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. 


 


H. INSURER’S A.M. BEST’S RATING:  Each insurance policy shall be issued by an insurer rated A-: VII 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. 


 


I. 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.    
 


J. EVIDENCE OF INSURANCE (NOT APPLICABLE TO WASHINGTON STATE WORKERS COMPENSATION): The 
Consultant or its authorized representative shall deliver in the manner described an Acord Certificate and 
Additional Insured Endorsement or Blanket Policy Wording that complies with coverages, limits and conditions as 
required herein.  (NOTE: A Copy of the actual additional insured endorsement or blanket additional insured policy 
wording to the CGL policy MUST BE ATTACHED TO THE CERTIFICATE to verify additional insured status.)   


 


 
 
 


CGL INSURANCE WILL NOT BE APPROVED WITHOUT  
ADDITIONAL INSURED ENDORSEMENT  


OR  
BLANKET ADDITIONAL INSURED WORDING  


ATTACHED TO THE CERTIFICATE! 
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THIS AGREEMENT, made and entered into this day of , ,


between the Local Agency of , Washington, hereinafter called the “AGENCY” ,City of Seattle


and the above organization hereinafter called the “CONSULTANT”.


Local Agency


Standard Consultant


Agreement


Consultant/Address/Telephone


Project Title And Work Description


Lump Sum


Lump Sum Amount  $


Cost Plus Fixed Fee


Actual Cost


Fixed Overhead Rate


Fixed Fee  $


Overhead Progress Payment Rate %


Overhead Cost Method


%


%


Specific Rates Of Pay


Negotiated Hourly Rate


Provisional Hourly Rate


Cost Per Unit of Work


Do you require a 1099 for IRS?


%


DBE Participation


Yes No


Yes No


14-032
Safe Routes to School Federal Bicycle and


Pedestrian Education


Agreement Number


Federal Aid Number


Agreement Type (Choose one)


Actual Cost Not To Exceed


Completion Date


Federal ID Number or Social Security Number


TBD


Total Amount Authorized $


Management Reserve Fund $


Maximum Amount Payable $


Architectural/Engineering Agreement


Index of Exhibits (Check all that apply):


Exhibit A-1 Scope of Work


Exhibit A-2 Task Order Agreement


Exhibit B-1 DBE Utilization Certification


Exhibit C Electronic Exchange of Data


Exhibit D-1 Payment - Lump Sum


Exhibit D-2 Payment - Cost Plus


Exhibit D-3 Payment - Hourly Rate


Exhibit D-4 Payment - Provisional


Exhibit E-1 Fee - Lump/Fixed/Unit


Exhibit E-2 Fee - Specific Rates


Exhibit F Overhead Cost


Exhibit G Subcontracted Work


Exhibit G-1 Subconsultant Fee


Exhibit G-2 Fee-Sub Specific Rates


Exhibit G-3 Sub Overhead Cost


Exhibit H Title VI Assurances


Exhibit I Payment Upon Termination of Agreement


Exhibit J Alleged Consultant Design Error Procedures


Exhibit K Consultant Claim Procedures


Exhibit L Liability Insurance Increase


Exhibit M-1a Consultant Certification


Exhibit M-1b Agency Official Certification


Exhibit M-2 Certification - Primary


Exhibit M-3 Lobbying Certification


Exhibit M-4 Pricing Data Certification


App. 31.910 Supplemental Signature Page


Personal Services Agreement







WITNESSETH THAT:


WHEREAS, the AGENCY desires to accomplish the above referenced project, and


WHEREAS, the AGENCY does not have sufficient staff to meet the required commitment and therefore deems it


advisable and desirable to engage the assistance of a CONSULTANT to provide the necessary services for the PROJECT;


and


WHEREAS, the CONSULTANT represents that he/she is in compliance with the Washington State Statutes relating to


professional registration, if applicable, and has signified a willingness to furnish Consulting services to the AGENCY,


NOW THEREFORE, in consideration of the terms, conditions, covenants and performance contained herein, or attached


and incorporated and made a part hereof, the parties hereto agree as follows:


I General Description of Work
The work under this AGREEMENT shall consist of the above described work and services as herein defined and


necessary to accomplish the completed work for this PROJECT. The CONSULTANT shall furnish all services, labor, and


related equipment necessary to conduct and complete the work as designated elsewhere in this AGREEMENT.


II Scope of Work
The Scope of Work and projected level of effort required for this PROJECT is detailed in Exhibit “A” attached hereto and


by this reference made a part of this AGREEMENT.


III General Requirements
All aspects of coordination of the work of this AGREEMENT with outside agencies, groups, or individuals shall receive


advance approval by the AGENCY. Necessary contacts and meetings with agencies, groups, and/or individuals shall be


coordinated through the AGENCY. The CONSULTANT shall attend coordination, progress and presentation meetings


with the AGENCY and/or such Federal, State, Community, City or County officials, groups or individuals as may be


requested by the AGENCY. The AGENCY will provide the CONSULTANT sufficient notice prior to meetings requiring


CONSULTANT participation. The minimum required hours or days notice shall be agreed to between the AGENCY and


the CONSULTANT and shown in Exhibit “A.”


The CONSULTANT shall prepare a monthly progress report, in a form approved by the AGENCY, which will outline in


written and graphical form the various phases and the order of performance of the work in sufficient detail so that the


progress of the work can easily be evaluated.


The CONSULTANT, and each SUBCONSULTANT, shall not discriminate on the basis of race, color, national origin, or


sex in the performance of this contract. The CONSULTANT, and each SUBCONSULTANT, shall carry out applicable


requirements of 49 CFR Part 26 in the award and administration of USDOT-assisted contracts. Failure by the


CONSULTANT to carry out these requirements is a material breach of this AGREEMENT that may result in the


termination of this AGREEMENT.


Participation for Disadvantaged Business Enterprises (DBE), if required, per 49 CFR Part 26, or participation of Minority


Business Enterprises (MBE), and Women Business Enterprises (WBE), shall be shown on the heading of this


AGREEMENT. If D/M/WBE firms are utilized, the amounts authorized to each firm and their certification number will be


shown on Exhibit “B” attached hereto and by this reference made a part of this AGREEMENT. If the Prime


CONSULTANT is a DBE firm they must comply with the Commercial Useful Function (CUF) regulation outlined in the


AGENCY’S “DBE Program Participation Plan”. The mandatory DBE participation goals of the AGREEMENT are those


established by the WSDOT’S Highway and Local Programs Project Development Engineer in consultation with the


AGENCY.


All Reports, PS&E materials, and other data furnished to the CONSULTANT by the AGENCY shall be returned. All


electronic files, prepared by the CONSULTANT, must meet the requirements as outlined in Exhibit “C.”


All designs, drawings, specifications, documents, and other work products, including all electronic files, prepared by the


CONSULTANT prior to completion or termination of this AGREEMENT are instruments of service for this PROJECT,


and are the property of the AGENCY. Reuse by the AGENCY or by others, acting through or on behalf of the AGENCY


of any such instruments of service, not occurring as a part of this PROJECT, shall be without liability or legal exposure to


the CONSULTANT.
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IV Time for Beginning and Completion
The CONSULTANT shall not begin any work under the terms of this AGREEMENT until authorized in writing by the


AGENCY.


All work under this AGREEMENT shall be completed by the date shown in the heading of this AGREEMENT under


completion date.


The established completion time shall not be extended because of any delays attributable to the CONSULTANT, but


may be extended by the AGENCY in the event of a delay attributable to the AGENCY, or because of unavoidable


delays caused by an act of GOD or governmental actions or other conditions beyond the control of the


CONSULTANT. A prior supplemental agreement issued by the AGENCY is required to extend the established


completion time.


V Payment Provisions
The CONSULTANT shall be paid by the AGENCY for completed work and services rendered under this


AGREEMENT as provided in Exhibit “D” attached hereto, and by reference made part of this AGREEMENT. Such


payment shall be full compensation for work performed or services rendered and for all labor, materials, supplies,


equipment, and incidentals necessary to complete the work. The CONSULTANT shall conform to all applicable


portions of 48 CFR Part 31.


A post audit may be performed on this AGREEMENT. The need for a post audit will be determined by the State


Auditor, WSDOT External Audit Office and/or at the request of the AGENCY’S PROJECT Manager.


VI Sub-Contracting
The AGENCY permits sub-contracts for those items of work as shown in Exhibit “G” attached hereto and by this


reference made part of this AGREEMENT.


Compensation for this sub-consultant work shall be based on the cost factors shown on Exhibit “G.”


The work of the sub-consultant shall not exceed its maximum amount payable unless a prior written approval has been


issued by the AGENCY.


All reimbursable direct labor, overhead, direct non-salary costs and fixed fee costs for the sub-consultant shall be


substantiated in the same manner as outlined in Section V. All sub-contracts shall contain all applicable provisions of


this AGREEMENT.


With respect to sub-consultant payment, the CONSULTANT shall comply with all applicable sections of the Prompt


Payment laws as set forth in RCW 39.04.250 and RCW 39.76.011.


The CONSULTANT shall not sub-contract for the performance of any work under this AGREEMENT without prior


written permission of the AGENCY. No permission for sub-contracting shall create, between the AGENCY and sub-


contractor, any contract or any other relationship. A DBE certified sub-consultant is required to perform a minimum


amount of their sub-contracted agreement that is established by the WSDOT Highways and Local Programs Project


Development Engineer in consultation with the AGENCY.


VII Employment
The CONSULTANT warrants that they have not employed or retained any company or person, other than a bona fide


employee working solely for the CONSULTANT, to solicit or secure this contract, and that it has not paid or agreed to


pay any company or person, other than a bona fide employee working solely for the CONSULTANT, any fee,


commission, percentage, brokerage fee, gift, or any other consideration, contingent upon or resulting from the award or


making of this contract. For breach or violation of this warrant, the AGENCY shall have the right to annul this


AGREEMENT without liability or, in its discretion, to deduct from the AGREEMENT price or consideration or


otherwise recover the full amount of such fee, commission, percentage, brokerage fee, gift, or contingent fee.


Any and all employees of the CONSULTANT or other persons while engaged in the performance of any work or


services required of the CONSULTANT under this AGREEMENT, shall be considered employees of the


CONSULTANT only and not of the AGENCY, and any and all claims that may arise under any Workmen's


Compensation Act on behalf of said employees or other persons while so engaged, and any and all claims made by a
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third party as a consequence of any act or omission on the part of the CONSULTANT'S employees or other persons


while so engaged on any of the work or services provided to be rendered herein, shall be the sole obligation and


responsibility of the CONSULTANT.


The CONSULTANT shall not engage, on a full- or part-time basis, or other basis, during the period of the contract, any


professional or technical personnel who are, or have been, at any time during the period of the contract, in the employ


of the United States Department of Transportation, or the STATE, or the AGENCY, except regularly retired


employees, without written consent of the public employer of such person.


VIII Nondiscrimination
During the performance of this contract, the CONSULTANT, for itself, its assignees, and successors in interest agrees


to comply with the following laws and regulations:


Title VI of the Civil Rights Act of 1964


(42 USC Chapter 21 Subchapter V Section 2000d through 2000d-4a)


Federal-aid Highway Act of 1973


(23 USC Chapter 3 Section 324)


Rehabilitation Act of 1973


(29 USC Chapter 16 Subchapter V Section 794)


Age Discrimination Act of 1975


(42 USC Chapter 76 Section 6101 et seq.)


Civil Rights Restoration Act of 1987


(Public Law 100-259)


American with Disabilities Act of 1990


(42 USC Chapter 126 Section 12101 et. seq.)


49 CFR Part 21


23 CFR Part 200


RCW 49.60.180


In relation to Title VI of the Civil Rights Act of 1964, the CONSULTANT is bound by the provisions of Exhibit “H”


attached hereto and by this reference made part of this AGREEMENT, and shall include the attached Exhibit “H” in


every sub-contract, including procurement of materials and leases of equipment, unless exempt by the Regulations or


directives issued pursuant thereto.


IX Termination of Agreement
The right is reserved by the AGENCY to terminate this AGREEMENT at any time upon ten (10) days written notice to


the CONSULTANT.


In the event this AGREEMENT is terminated by the AGENCY other than for default on the part of the


CONSULTANT, a final payment shall be made to the CONSULTANT as shown in Exhibit “I” for the type of


AGREEMENT used.


No payment shall be made for any work completed after ten (10) days following receipt by the CONSULTANT of the


Notice to Terminate. If the accumulated payment made to the CONSULTANT prior to Notice of Termination exceeds


the total amount that would be due when computed as set forth herein above, then no final payment shall be due and the


CONSULTANT shall immediately reimburse the AGENCY for any excess paid.


If the services of the CONSULTANT are terminated by the AGENCY for default on the part of the CONSULTANT,


the above formula for payment shall not apply.
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In such an event, the amount to be paid shall be determined by the AGENCY with consideration given to the actual


costs incurred by the CONSULTANT in performing the work to the date of termination, the amount of work originally


required which was satisfactorily completed to date of termination, whether that work is in a form or a type which is


usable to the AGENCY at the time of termination, the cost to the AGENCY of employing another firm to complete the


work required and the time which may be required to do so, and other factors which affect the value to the AGENCY


of the work performed at the time of termination.


Under no circumstances shall payment made under this subsection exceed the amount, which would have been made


using the formula set forth above.


If it is determined for any reason that the CONSULTANT was not in default or that the CONSULTANT’S failure to


perform is without the CONSULTANT’S or it’s employee’s default or negligence, the termination shall be deemed to


be a termination for the convenience of the AGENCY. In such an event, the CONSULTANT would be reimbursed for


actual costs in accordance with the termination for other than default clauses listed previously.


In the event of the death of any member, partner or officer of the CONSULTANT or any of its supervisory personnel


assigned to the PROJECT, or dissolution of the partnership, termination of the corporation, or disaffiliation of the


principally involved employee, the surviving members of the CONSULTANT hereby agree to complete the work under


the terms of this AGREEMENT, if requested to do so by the AGENCY. This subsection shall not be a bar to


renegotiation of the AGREEMENT between the surviving members of the CONSULTANT and the AGENCY, if the


AGENCY so chooses.


In the event of the death of any of the parties listed in the previous paragraph, should the surviving members of the


CONSULTANT, with the AGENCY’S concurrence, desire to terminate this AGREEMENT, payment shall be made as


set forth in the second paragraph of this section.


Payment for any part of the work by the AGENCY shall not constitute a waiver by the AGENCY of any remedies of


any type it may have against the CONSULTANT for any breach of this AGREEMENT by the CONSULTANT, or for


failure of the CONSULTANT to perform work required of it by the AGENCY. Forbearance of any rights under the


AGREEMENT will not constitute waiver of entitlement to exercise those rights with respect to any future act or


omission by the CONSULTANT.


X Changes of Work
The CONSULTANT shall make such changes and revisions in the complete work of this AGREEMENT as necessary


to correct errors appearing therein, when required to do so by the AGENCY, without additional compensation thereof.


Should the AGENCY find it desirable for its own purposes to have previously satisfactorily completed work or parts


thereof changed or revised, the CONSULTANT shall make such revisions as directed by the AGENCY. This work


shall be considered as Extra Work and will be paid for as herein provided under Section XIV.


XI Disputes
Any dispute concerning questions of fact in connection with the work not disposed of by AGREEMENT between the


CONSULTANT and the AGENCY shall be referred for determination to the Director of Public Works or AGENCY


Engineer, whose decision in the matter shall be final and binding on the parties of this AGREEMENT; provided,


however, that if an action is brought challenging the Director of Public Works or AGENCY Engineer’s decision, that


decision shall be subject to de novo judicial review. If the parties to this AGREEMENT mutually agree, disputes


concerning alleged design errors will be conducted under the procedures found in Exhibit “J”, and disputes concerning


claims will be conducted under the procedures found in Exhibit “K”.


XII Venue, Applicable Law, and Personal Jurisdiction
In the event that either party deems it necessary to institute legal action or proceedings to enforce any right or


obligation under this AGREEMENT, the parties hereto agree that any such action shall be initiated in the Superior


court of the State of Washington, situated in the county in which the AGENCY is located. The parties hereto agree that


all questions shall be resolved by application of Washington law and that the parties to such action shall have the right


of appeal from such decisions of the Superior court in accordance with the laws of the State of Washington. The


CONSULTANT hereby consents to the personal jurisdiction of the Superior court of the State of Washington, situated


in the county in which the AGENCY is located.


Page 5 of 8







XIII Legal Relations
The CONSULTANT shall comply with all Federal, State, and local laws and ordinances applicable to the work to be


done under this AGREEMENT. This contract shall be interpreted and construed in accordance with the laws of the


State of Washington.


The CONSULTANT shall indemnify and hold the AGENCY and the STATE and its officers and employees harmless


from and shall process and defend at its own expense all claims, demands, or suits at law or equity arising in whole or


in part from the CONSULTANT’S negligence or breach of any of its obligations under this AGREEMENT; provided


that nothing herein shall require a CONSULTANT to indemnify the AGENCY or the STATE against and hold


harmless the AGENCY or the STATE from claims, demands or suits based solely upon the conduct of the AGENCY or


the STATE, their agents, officers and employees; and provided further that if the claims or suits are caused by or result


from the concurrent negligence of (a) the CONSULTANT’S agents or employees, and (b) the AGENCY or the


STATE, their agents, officers and employees, this indemnity provision with respect to (1) claims or suits based upon


such negligence (2) the costs to the AGENCY or the STATE of defending such claims and suits shall be valid and


enforceable only to the extent of the CONSULTANT’S negligence or the negligence of the CONSULTANT’S agents


or employees.


The CONSULTANT’S relation to the AGENCY shall be at all times as an independent contractor.


The CONSULTANT shall comply with all applicable sections of the applicable Ethics laws, including RCW 42.23,


which is the Code of Ethics for regulating contract interest by municipal officers. The CONSULTANT specifically


assumes potential liability for actions brought by the CONSULTANT’S own employees against the AGENCY and,


solely for the purpose of this indemnification and defense, the CONSULTANT specifically waives any immunity under


the state industrial insurance law, Title 51 RCW.


Unless otherwise specified in the AGREEMENT, the AGENCY shall be responsible for administration of construction


contracts, if any, on the PROJECT. Subject to the processing of a new sole source, or an acceptable supplemental


agreement, the CONSULTANT shall provide On-Call assistance to the AGENCY during contract administration. By


providing such assistance, the CONSULTANT shall assume no responsibility for: proper construction techniques, job


site safety, or any construction contractor’s failure to perform its work in accordance with the contract documents.


The CONSULTANT shall obtain and keep in force during the terms of the AGREEMENT, or as otherwise required,


the following insurance with companies or through sources approved by the State Insurance Commissioner pursuant to


Title 48 RCW.


Insurance Coverage


A. Worker’s compensation and employer’s liability insurance as required by the STATE.


B. Commercial general liability and property damage insurance in an aggregate amount not less than two million


dollars ($2,000,000) for bodily injury, including death and property damage. The per occurrence amount shall


not exceed one million dollars ($1,000,000).


C. Vehicle liability insurance for any automobile used in an amount not less than a one million dollar ($1,000,000)


combined single limit.


Excepting the Worker’s Compensation Insurance and any Professional Liability Insurance secured by the


CONSULTANT, the AGENCY will be named on all policies as an additional insured. The CONSULTANT shall


furnish the AGENCY with verification of insurance and endorsements required by the AGREEMENT. The AGENCY


reserves the right to require complete, certified copies of all required insurance policies at any time.


All insurance shall be obtained from an insurance company authorized to do business in the State of Washington. The


CONSULTANT shall submit a verification of insurance as outlined above within fourteen (14) days of the execution of


this AGREEMENT to the AGENCY.


No cancellation of the foregoing policies shall be effective without thirty (30) days prior notice to the AGENCY.


The CONSULTANT’S professional liability to the AGENCY shall be limited to the amount payable under this


AGREEMENT or one million ($1,000,000) dollars, whichever is the greater, unless modified by Exhibit “L”. In no


case shall the CONSULTANT’S professional liability to third parties be limited in any way.
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The AGENCY will pay no progress payments under Section V until the CONSULTANT has fully complied with this


section. This remedy is not exclusive; and the AGENCY and the STATE may take such other action as is available to it


under other provisions of this AGREEMENT, or otherwise in law.


XIV Extra Work
A. The AGENCY may at any time, by written order, make changes within the general scope of the AGREEMENT in


the services to be performed.


B. If any such change causes an increase or decrease in the estimated cost of, or the time required for, performance of


any part of the work under this AGREEMENT, whether or not changed by the order, or otherwise affects any other


terms and conditions of the AGREEMENT, the AGENCY shall make an equitable adjustment in the (1) maximum


amount payable; (2) delivery or completion schedule, or both; and (3) other affected terms and shall modify the


AGREEMENT accordingly.


C. The CONSULTANT must submit any “request for equitable adjustment”, hereafter referred to as “CLAIM”, under


this clause within thirty (30) days from the date of receipt of the written order. However, if the AGENCY decides


that the facts justify it, the AGENCY may receive and act upon a CLAIM submitted before final payment of the


AGREEMENT.


D. Failure to agree to any adjustment shall be a dispute under the Disputes clause. However, nothing in this clause


shall excuse the CONSULTANT from proceeding with the AGREEMENT as changed.


E. Notwithstanding the terms and conditions of paragraphs (A) and (B) above, the maximum amount payable for this


AGREEMENT, shall not be increased or considered to be increased except by specific written supplement to this


AGREEMENT.


XV Endorsement of Plans
If applicable, the CONSULTANT shall place their endorsement on all plans, estimates, or any other engineering data


furnished by them.


XVI Federal and State Review
The Federal Highway Administration and the Washington State Department of Transportation shall have the right to


participate in the review or examination of the work in progress.


XVII Certification of the Consultant and the Agency
Attached hereto as Exhibit “M-1(a and b)” are the Certifications of the CONSULTANT and the AGENCY, Exhibit “M


-2” Certification Regarding Debarment, Suspension and Other Responsibility Matters - Primary Covered Transactions,


Exhibit “M-3” Certification Regarding the Restrictions of the Use of Federal Funds for Lobbying and Exhibit “M-4”


Certificate of Current Cost or Pricing Data. Exhibit “M-3” is required only in AGREEMENTS over $100,000 and


Exhibit “M-4” is required only in AGREEMENTS over $500,000.


XVIII Complete Agreement
This document and referenced attachments contain all covenants, stipulations, and provisions agreed upon by the


parties. No agent, or representative of either party has authority to make, and the parties shall not be bound by or be


liable for, any statement, representation, promise or agreement not set forth herein. No changes, amendments, or


modifications of the terms hereof shall be valid unless reduced to writing and signed by the parties as an amendment to


this AGREEMENT.


XIX Execution and Acceptance
This AGREEMENT may be simultaneously executed in several counterparts, each of which shall be deemed to be an


original having identical legal effect. The CONSULTANT does hereby ratify and adopt all statements, representations,


warranties, covenants, and agreements contained in the proposal, and the supporting material submitted by the


CONSULTANT, and does hereby accept the AGREEMENT and agrees to all of the terms and conditions thereof.
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In witness whereof, the parties hereto have executed this AGREEMENT as of the day and year shown in the


“Execution Date” box on page one (1) of this AGREEMENT.


By By


Consultant Agency
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Exhibit A-1
Scope of Work


Documents To Be Furnished By The Consultant


Project No.


fasdf
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Exhibit C
Electronic Exchange of Engineering and Other Data


In this Exhibit the agency, as applicable, is to provide a description of the format and standards the


consultant is to use in preparing electronic files for transmission to the agency. The format and standards to


be provided may include, but are not limited to, the following:


I. Surveying, Roadway Design & Plans Preparation Section


A. Survey Data


B. Roadway Design Files


C. Computer Aided Drafting Files


D. Specify the Agency’s Right to Review Product with the Consultant


E. Specify the Electronic Deliverables to Be Provided to the Agency


F. Specify What Agency Furnished Services and Information Is to Be Provided


II. Any Other Electronic Files to Be Provided


III. Methods to Electronically Exchange Data


A. Agency Software Suite


B. Electronic Messaging System


C. File Transfers Format
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Exhibit D-3
Payment (Negotiated Hourly Rate)


The CONSULTANT shall be paid by the AGENCY for completed work and services rendered under this


AGREEMENT as provided hereinafter. Such payment shall be full compensation for work performed or


services rendered and for all labor, materials, supplies, equipment, and incidentals necessary to complete the


work. The CONSULTANT shall conform to all applicable portions of 48 CFR Part 31.


1.      Hourly Rates: The CONSULTANT shall be paid by the AGENCY for work done, based upon the


negotiated hourly rates shown in Exhibit “E” and “F” attached hereto and by this reference made


part of this AGREEMENT. The rates listed shall be applicable for the first twelve (12) month


period and shall be subject to negotiation for the following twelve (12) month period upon request


of the CONSULTANT or the AGENCY. If negotiations are not conducted for the second or


subsequent twelve (12) month periods within ninety (90) days after completion of the previous


period, the rates listed in this AGREEMENT, or subsequent written authorization(s) from the


AGENCY shall be utilized. The rates are inclusive of direct salaries, payroll additives, overhead,


and fee. The CONSULTANT shall maintain support data to verify the hours billed on the


AGREEMENT.


2.      Direct Non-Salary Costs: Direct Non-Salary Costs will be reimbursed at the Actual Cost to the


CONSULTANT. These charges may include, but are not limited to, the following items: travel,


printing, long distance telephone, supplies, computer charges and sub-consultant costs.


a. Air or train travel will be reimbursed only to economy class levels unless


otherwise approved by the AGENCY. The CONSULTANT shall comply with


the rules and regulations regarding travel costs (excluding air, train, and rental


car costs) in accordance with the AGENCY’S Travel Rules and Procedures.


However, air, train, and rental car costs shall be reimbursed in accordance with


48 CFR Part 31.205-46 “Travel Costs.”


b. The billing for Direct Non-Salary Costs shall include an itemized listing of


the charges directly identifiable with the PROJECT.


c. The CONSULTANT shall maintain the original supporting documents in their


office. Copies of the original supporting documents shall be supplied to the


AGENCY upon request.


d. All above charges must be necessary for the services provided under this


AGREEMENT.


3.      Management Reserve Fund: The AGENCY may desire to establish a Management Reserve Fund to


provide the Agreement Administrator with the flexibility to authorize additional funds to the


AGREEMENT for allowable unforeseen costs, or reimbursing the CONSULTANT for additional


work beyond that already defined in this AGREEMENT. Such authorization(s) shall be in writing


and shall not exceed the lesser of $100,000 or 10% of the Total Amount Authorized as shown in the


heading of this AGREEMENT. The amount included for the Management Reserve Fund is shown


in the heading of this AGREEMENT. This fund may not be replenished. Any changes requiring


additional costs in excess of the Management Reserve Fund shall be made in accordance with


Section XIV, “Extra Work.”


DOT Form 140-089 EF Exhibit D-3


Revised 3/09







4.      Maximum Total Amount Payable: The Maximum Total Amount Payable by the AGENCY to the


CONSULTANT under this AGREEMENT shall not exceed the amount shown in the heading of


this AGREEMENT. The Maximum Total Amount Payable is comprised of the Total Amount


Authorized, and the Management Reserve Fund. The Maximum Total Amount Payable does not


include payment for Extra Work as stipulated in Section XIV, “Extra Work.” No minimum


amount payable is guaranteed under this AGREEMENT.


5.      Monthly Progress Payments: Progress payments may be claimed on a monthly basis for all costs


authorized in 1 and 2 above. The monthly billing shall be supported by detailed statements for


hours expended at the rates established in Exhibit “E”, including names and classifications of all


employees, and billings for all direct non-salary expenses. To provide a means of verifying the


billed salary costs for the CONSULTANT’S employees, the AGENCY may conduct employee


interviews. These interviews may consist of recording the names, titles, salary rates, and present


duties of those employees performing work on the PROJECT at the time of the interview.


6.      Final Payment: Final Payment of any balance due the CONSULTANT of the gross amount earned


will be made promptly upon its verification by the AGENCY after the completion of the work


under this AGREEMENT, contingent upon receipt of all PS&E, plans, maps, notes, reports,


electronic data and other related documents which are required to be furnished under this


AGREEMENT. Acceptance of such Final Payment by the CONSULTANT shall constitute a


release of all claims for payment, which the CONSULTANT may have against the AGENCY


unless such claims are specifically reserved in writing and transmitted to the AGENCY by the


CONSULTANT prior to its acceptance. Said Final Payment shall not, however, be a bar to any


claims that the AGENCY may have against the CONSULTANT or to any remedies the AGENCY


may pursue with respect to such claims.


The payment of any billing will not constitute agreement as to the appropriateness of any item


and at the time of final audit, all required adjustments will be made and reflected in a final


payment. In the event that such final audit reveals an overpayment to the CONSULTANT, the


CONSULTANT will refund such overpayment to the AGENCY within thirty (30) days of notice


of the overpayment. Such refund shall not constitute a waiver by the CONSULTANT for any


claims relating to the validity of a finding by the AGENCY of overpayment. The CONSULTANT


has twenty (20) days after receipt of the final POST AUDIT to begin the appeal process to the


AGENCY for audit findings.


7.      Inspection of Cost Records: The CONSULTANT and their sub-consultants shall keep available for


inspection by representatives of the AGENCY, STATE and the United States, for a period of three


(3) years after receipt of final payment, the cost records and accounts pertaining to this


AGREEMENT and all items related to or bearing upon these records with the following


exception: if any litigation, claim or audit arising out of, in connection with, or related to this


contract is initiated before the expiration of the three (3) year period, the cost records and accounts


shall be retained until such litigation, claim, or audit involving the records is completed.







Exhibit E-2


Consultant Fee Determination - Summary Sheet


(Specific Rates of Pay)


Fee Schedule


[Agreement Number and Title]


Personnel Classification/Title Raw Hourly 


Rate


Overhead @ Fee @ All Inclusive 


Hourly Rate
1  


Estimated 


Hours


Estimated 


Costs
2


[FIRM NAME] 100.00% 10.00%


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0


a. $0


b. $0


c. $0


d. $0


e. $0


f. $0


g. $0


$0 


$0


Total of Direct Salary Costs
2


DIRECT NON-SALARY COSTS:


Travel & Per Diem
3


Reproduction Expenses


Computer Expenses


Communication


Sampling and Testing


Subconsultants
4


Other 


Total of Direct Non-Salary Costs
2


GRAND TOTAL
2


1 
ALL INCLUSIVE HOURLY RATE includes base labor, fringe benefits, overhead and fee for profit.  Consultant shall 


bill for sub consultant work on this Agreement only at the rates provided herein with no additional mark-up.  


Changes to sub consultant rates billed by the Consultant shall be by Amendment and in accordance with this 


Agreement 
2 


Rounded to the closest whole dollar 
3 


Mileage paid at the current standard mileage rate established by the Internal Revenue Service (IRS). 
4 


Attach Estimate of Consultant Costs and Estimated Hours sheet for each sub consultant. 


 







Exhibit F 
Breakdown of Overhead Cost 


 


(see attached) 







Exhibit G


Subcontracted Work


The AGENCY permits subcontracts for the following portions of the work of this AGREEMENT:


asdfas
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Exhibit G-2


Consultant Fee Determination - Summary Sheet


(Specific Rates of Pay)


Fee Schedule


[Agreement Number and Title]


Personnel Classification/Title Raw Hourly 


Rate


Overhead @ Fee @ All Inclusive 


Hourly Rate
1  


Estimated 


Hours


Estimated 


Costs
2


[FIRM NAME] 100.00% 10.00%


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0.00 $0.00 $0.00 0 $0


$0


a. $0


b. $0


c. $0


d. $0


e. $0


f. $0


g. $0


$0 


$0


Communication


Total of Direct Salary Costs
2


DIRECT NON-SALARY COSTS:


Travel & Per Diem
3


Reproduction Expenses


Computer Expenses


Sampling and Testing


Subconsultants
4


Other 


Total of Direct Non-Salary Costs
2


GRAND TOTAL
2


1 
ALL INCLUSIVE HOURLY RATE includes base labor, fringe benefits, overhead and fee for profit.  Consultant shall 


bill for sub consultant work on this Agreement only at the rates provided herein with no additional mark-up.  


Changes to sub consultant rates billed by the Consultant shall be by Amendment and in accordance with this 


Agreement 
2 


Rounded to the closest whole dollar 
3 


Mileage paid at the current standard mileage rate established by the Internal Revenue Service (IRS). 
4 


Attach Estimate of Consultant Costs and Estimated Hours sheet for each sub consultant. 


 







Exhibit G-3 
Breakdown of Subconsultants Overhead Cost 


 


(see attached) 







Exhibit H


Title VI Assurances


During the performance of this AGREEMENT, the CONSULTANT, for itself, its assignees, and successors in


interest agrees as follows:


1. Compliance with Regulations: The CONSULTANT shall comply with the Regulations relative to non-


discrimination in federally assisted programs of the AGENCY, Title 49, Code of Federal Regulations, Part


21, as they may be amended from time to time (hereinafter referred to as the “REGULATIONS”), which


are herein incorporated by reference and made a part of this AGREEMENT.


2. Non-discrimination: The CONSULTANT, with regard to the work performed during the


AGREEMENT, shall not discriminate on the grounds of race, color, sex, or national origin in the selection


and retention of sub-consultants, including procurement of materials and leases of equipment. The


CONSULTANT shall not participate either directly or indirectly in the discrimination prohibited by


Section 21.5 of the REGULATIONS, including employment practices when the AGREEMENT covers a


program set forth in Appendix B of the REGULATIONS.


3. Solicitations for Sub-consultants, Including Procurement of Materials and Equipment: In all solicitations


either by competitive bidding or negotiations made by the CONSULTANT for work to be performed


under a sub-contract, including procurement of materials or leases of equipment, each potential sub-


consultant or supplier shall be notified by the CONSULTANT of the CONSULTANT’S obligations under


this AGREEMENT and the REGULATIONS relative to non-discrimination on the grounds of race, color,


sex, or national origin.


4. Information and Reports: The CONSULTANT shall provide all information and reports required by the


REGULATIONS or directives issued pursuant thereto, and shall permit access to its books, records,


accounts, other sources of information, and its facilities as may be determined by AGENCY, STATE or


the Federal Highway Administration (FHWA) to be pertinent to ascertain compliance with such


REGULATIONS, orders and instructions. Where any information required of a CONSULTANT is in the


exclusive possession of another who fails or refuses to furnish this information, the CONSULTANT shall


so certify to the AGENCY, STATE or the FHWA as appropriate, and shall set forth what efforts it has


made to obtain the information.


5. Sanctions for Non-compliance: In the event of the CONSULTANT’S non-compliance with the non-


discrimination provisions of this AGREEMENT, the AGENCY shall impose such AGREEMENT


sanctions as it, the STATE or the FHWA may determine to be appropriate, including, but not limited to:


• Withholding of payments to the CONSULTANT under the AGREEMENT until the


CONSULTANT complies, and/or;


• Cancellation, termination, or suspension of the AGREEMENT, in whole or in part
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6. Incorporation of Provisions: The CONSULTANT shall include the provisions of paragraphs (1) through


(5) in every sub-contract, including procurement of materials and leases of equipment, unless exempt by


the REGULATIONS, or directives issued pursuant thereto. The CONSULTANT shall take such action


with respect to any sub-consultant or procurement as the AGENCY, STATE or FHWA may direct as a


means of enforcing such provisions including sanctions for non-compliance.


Provided, however, that in the event a CONSULTANT becomes involved in, or is threatened with,


litigation with a sub-consultant or supplier as a result of such direction, the CONSULTANT may request


the AGENCY and the STATE enter into such litigation to protect the interests of the AGENCY and the


STATE and, in addition, the CONSULTANT may request the United States enter into such litigation to


protect the interests of the United States.







Exhibit I
Payment Upon Termination of Agreement


By the Agency Other Than for


Fault of the Consultant


(Refer to Agreement, Section IX)


Lump Sum Contracts


A final payment shall be made to the CONSULTANT which when added to any payments previously made shall


total the same percentage of the Lump Sum Amount as the work completed at the time of termination is to the


total work required for the PROJECT. In addition, the CONSULTANT shall be paid for any authorized extra


work completed.


Cost Plus Fixed Fee Contracts


A final payment shall be made to the CONSULTANT which when added to any payments previously made, shall


total the actual costs plus the same percentage of the fixed fee as the work completed at the time of termination is


to the total work required for the Project.  In addition, the CONSULTANT shall be paid for any authorized extra


work completed.


Specific Rates of Pay Contracts


A final payment shall be made to the CONSULTANT for actual hours charged at the time of termination of this


AGREEMENT plus any direct nonsalary costs incurred at the time of termination of this AGREEMENT.


Cost Per Unit of Work Contracts


A final payment shall be made to the CONSULTANT for actual units of work completed at the time of


termination of this AGREEMENT.
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Exhibit J
Alleged Consultant Design Error Procedures
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The purpose of this exhibit is to establish a procedure to determine if a consultant’s alleged design error is of a


nature that exceeds the accepted standard of care. In addition, it will establish a uniform method for the resolution


and/or cost recovery procedures in those instances where the agency believes it has suffered some material damage


due to the alleged error by the consultant.


Step 1 – Potential Consultant Design Error(s) is Identified by Agency’s Project Manager


At the first indication of potential consultant design error(s), the first step in the process is for the Agency’s


project manager to notify the Director of Public Works or Agency Engineer regarding the potential


design error(s). For federally funded projects, the Region Highways and Local Programs Engineer


should be informed and involved in these procedures. (Note: The Director of Public Works or Agency


Engineer may appoint an agency staff person other than the project manager, who has not been as


directly involved in the project, to be responsible for the remaining steps in these procedures.)


Step 2 - Project Manager Documents the Alleged Consultant Design Error(s)


After discussion of the alleged design error(s) and the magnitude of the alleged error(s), and with the


Director of Public Works or Agency Engineer’s concurrence, the project manager obtains more detailed


documentation than is normally required on the project. Examples include: all decisions and


descriptions of work; photographs, records of labor, materials and equipment.


Step 3 – Contact the Consultant Regarding the Alleged Design Error(s)


If it is determined that there is a need to proceed further, the next step in the process is for the project


manager to contact the consultant regarding the alleged design error(s) and the magnitude of the alleged


error(s). The project manager and other appropriate agency staff should represent the agency and the


consultant should be represented by their project manger and any personnel (including sub-consultants)


deemed appropriate for the alleged design error(s) issue.


Step 4 – Attempt to Resolve Alleged Design Error with Consultant


After the meeting(s) with the consultant have been completed regarding the consultant’s alleged design


error(s), there are three possible scenarios:


• It is determined via mutual agreement that there is not a consultant design error(s). If


this is the case, then the process will not proceed beyond this point.


• It is determined via mutual agreement that a consultant design error(s) occurred. If this


is the case, then the Director of Public Works or Agency Engineer, or their


representatives, negotiate a settlement with the consultant. The settlement would be


paid to the agency or the amount would be reduced from the consultant’s agreement


with the agency for the services on the project in which


the design error took place. The agency is to provide H&LP, through the Region







Local Programs Engineer, a summary of the settlement for review and to make


adjustments, if any, as to how the settlement affects federal reimbursements. No


further action is required.


• There is not a mutual agreement regarding the alleged consultant design error(s). The


consultant may request that the alleged design error(s) issue be forwarded to


the Director of Public Works or Agency Engineer for review. If the Director of


Public Works or Agency Engineer, after review with their legal counsel, is not able


to reach mutual agreement with the consultant, proceed to Step 5.


Step 5 – Forward Documents to Highways and Local Programs


For federally funded projects all available information, including costs, should be forwarded through the


Region Highways and Local Programs Engineer to H&LP for their review and consultation with


the FHWA. H&LP will meet with representatives of the agency and the consultant to review the


alleged design error(s), and attempt to find a resolution to the issue. If necessary, H&LP will


request assistance from the Attorney General’s Office for legal interpretation. H&LP will also


identify how the alleged error(s) affects eligibility of project costs for federal reimbursement.


• If mutual agreement is reached, the agency and consultant adjust the scope of work


and costs to reflect the agreed upon resolution. H&LP, in consultation with FHWA,


will identify the amount of federal participation in the agreed upon


resolution of the issue.


• If mutual agreement is not reached, the agency and consultant may seek settlement


by arbitration or by litigation.







Exhibit K


Consultant Claim Procedures
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The purpose of this exhibit is to describe a procedure regarding claim(s) on a consultant agreement. The following


procedures should only be utilized on consultant claims greater than $1,000. If the consultant’s claim(s) are a total


of $1,000 or less, it would not be cost effective to proceed through the outlined steps. It is suggested that the


Director of Public Works or Agency Engineer negotiate a fair and reasonable price for the consultant’s claim(s)


that total $1,000 or less.


This exhibit will outline the procedures to be followed by the consultant and the agency to consider a potential


claim by the consultant.


Step 1 – Consultant Files a Claim with the Agency Project Manager


If the consultant determines that they were requested to perform additional services that were outside of the


agreement’s scope of work, they may be entitled to a claim. The first step that must be completed is the


request for consideration of the claim to the Agency’s project manager.


The consultant’s claim must outline the following:


• Summation of hours by classification for each firm that is included in the claim;


• Any correspondence that directed the consultant to perform the additional work;


• Timeframe of the additional work that was outside of the project scope;


• Summary of direct labor dollars, overhead costs, profit and reimbursable costs associated with


the additional work; and


• Explanation as to why the consultant believes the additional work was outside of the


agreement scope of work.


Step 2 – Review by Agency Personnel Regarding the Consultant’s Claim for Additional Compensation


After the consultant has completed step 1, the next step in the process is to forward the request to the


Agency’s project manager. The project manager will review the consultant’s claim and will met with


the Director of Public Works or Agency Engineer to determine if the Agency agrees with the claim. If


the FHWA is participating in the project’s funding, forward a copy of the consultant’s claim and the


Agency’s recommendation for federal participation in the claim to the WSDOT Highways and Local


Programs through the Region Local Programs Engineer. If the claim is not eligible for federal


participation, payment will need to be from agency funds.


If the Agency project manager, Director of Public Works or Agency Engineer, WSDOT Highways and


Local Programs (if applicable), and FHWA (if applicable) agree with the consultant’s claim, send a


request memo, including backup documentation to the consultant to either supplement the agreement,


or create a new agreement for the claim. After the request has been approved, the Agency shall write


the supplement and/or new agreement and pay the consultant the amount of the claim. Inform the


consultant that the final payment for the agreement is subject to audit. No further action in needed


regarding the claim procedures.







If the Agency does not agree with the consultant’s claim, proceed to step 3 of the procedures.


Step 3 – Preparation of Support Documentation Regarding Consultant’s Claim(s)


If the Agency does not agree with the consultant’s claim, the project manager shall prepare a summary


for the Director of Public Works or Agency Engineer that included the following:


• Copy of information supplied by the consultant regarding the claim;


• Agency’s summation of hours by classification for each firm that should be included in the


claim;


• Any correspondence that directed the consultant to perform the additional work;


• Agency’s summary of direct labor dollars, overhead costs, profit and reimbursable costs


associated with the additional work;


• Explanation regarding those areas in which the Agency does/does not agree with the


consultant’s claim(s);


• Explanation to describe what has been instituted to preclude future consultant claim(s); and


• Recommendations to resolve the claim.


Step 4 – Director of Public Works or Agency Engineer Reviews Consultant Claim and Agency


Documentation


The Director of Pubic Works or Agency Engineer shall review and administratively approve or


disapprove the claim, or portions thereof, which may include getting Agency Council or


Commission approval (as appropriate to agency dispute resolution procedures). If the project


involves federal participation, obtain concurrence from WSDOT Highways and Local Programs


and FHWA regarding final settlement of the claim. If the claim is not eligible for federal


participation, payment will need to be from agency funds.


Step 5 – Informing Consultant of Decision Regarding the Claim


The Director of Public Works or Agency Engineer shall notify (in writing) the consultant of their final


decision regarding the consultant’s claim(s). Include the final dollar amount of the accepted claim


(s) and rationale utilized for the decision.


Step 6 – Preparation of Supplement or New Agreement for the Consultant’s Claim(s)


The agency shall write the supplement and/or new agreement and pay the consultant the amount of the


claim. Inform the consultant that the final payment for the agreement is subject to audit.







Exhibit M-1(a)
Certification Of Consultant


I hereby certify that I am


representative of the firm of whose address is


and that neither I nor the above


firm I here represent has:


and duly authorized


(a) Employed or retained for a commission, percentage, brokerage, contingent fee, or other


consideration, any firm or person (other than a bona fide employee working solely for me or the


above CONSULTANT) to solicit or secure the AGREEMENT;


(b) Agreed, as an express or implied condition for obtaining this contract, to employ or retain the


services of any firm or person in connection with carrying out this AGREEMENT; or


(c) Paid, or agreed to pay, to any firm, organization or person (other than a bona fide employee


working solely for me or the above CONSULTANT) any fee, contribution, donation, or


consideration of any kind for, or in connection with, procuring or carrying out this AGREEMENT;


except as hereby expressly stated (if any);


I acknowledge that this certificate is to be available to the Washington State Department of


Transportation and the Federal Highway Administration, U.S. Department of Transportation in


connection with this AGREEMENT involving participation of Federal-aid highway funds, and is


subject to applicable State and Federal laws, both criminal and civil.


Local Agency


Date Signature


Project No.
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Exhibit M-1(b)
Certification Of Agency Official


I hereby certify that I am the AGENCY Official of the Local Agency of


Washington, and that the consulting firm or its representative has not been required, directly or indirectly as an


express or implied condition in connection with obtaining or carrying out this AGREEMENT to:


,


(a) Employ or retain, or agree to employ to retain, any firm or person; or


(b) Pay, or agree to pay, to any firm, person, or organization, any fee, contribution, donation, or


consideration of any kind; except as hereby expressly stated (if any):


I acknowledge that this certificate is to be available to the Washington State Department of


Transportation and the Federal Highway Administration, U.S. Department of Transportation, in


connection with this AGREEMENT involving participation of Federal-aid highway funds, and is


subject to applicable State and Federal laws, both criminal and civil.


Date Signature


City of Seattle
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Exhibit M-2
Certification Regarding Debarment, Suspension, and Other Responsibility


Matters-Primary Covered Transactions


Consultant (Firm):


(Date) (Signature) President or Authorized Official of Consultant
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I. The prospective primary participant certifies to the best of its knowledge and belief, that it and its


principals:


A. Are not presently debarred, suspended, proposed for debarment, declared ineligible, or


voluntarily excluded from covered transactions by any federal department or agency;


B. Have not within a three-year period preceding this proposal been convicted of or had a civil


judgment rendered against them for commission or fraud or a criminal offense in connection with


obtaining, attempting to obtain, or performing a public (federal, state, or local) transaction or


contract under a public  transaction; violation of federal or state antitrust statues or commission of


embezzlement, theft, forgery,  bribery, falsification or destruction of records, making false


statements, or receiving stolen property;


C. Are not presently indicted for or otherwise criminally or civilly charged by a governmental


entity (federal, state, or local) with commission of any of the offenses enumerated in paragraph (I)


(B). of this certification; and


D. Have not within a three (3) year period preceding this application/proposal had one or more


public transactions (federal, state, or local) terminated for cause or default.


II. Where the prospective primary participant is unable to certify to any of the statements in this


certification, such prospective participant shall attach an explanation to this proposal.







Exhibit M-3
Certification Regarding The Restrictions


of The use of Federal Funds for Lobbying


Consultant (Firm):


(Date) (Signature) President or Authorized Official of Consultant


DOT Form 140-089 EF Exhibit M-3
Revised 6/05


The prospective participant certifies, by signing and submitting this bid or proposal, to the best of his or her


knowledge and belief, that:


1.No federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to


any person for influencing or attempting to influence an officer or employee of any Federal


agency, a member of Congress, an officer or employee of Congress, or an employee of a member


of Congress in connection with the awarding of any Federal contract, the making of any Federal


grant, the making of any Federal loan, the entering into of any cooperative agreement, and the


extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan,


or cooperative agreement.


2.If any funds other than Federal appropriated funds have been paid or will be paid to any person for


influencing or attempting to influence an officer or employee of any Federal agency, a member of


Congress, an officer or employee of Congress, or an employee of a member of  Congress in


connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned shall


complete and submit Standard Form-LLL, "Disclosure Form to Report Lobbying," in accordance


with its instructions.


This certification is a material representation of fact upon which reliance was placed when this


transaction was made or entered into.  Submission of this certification is a prerequisite for making


or entering into this transaction imposed by Section 1352, Title 31, U.S. Code.  Any person who


fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and


not more than $100,000 for each such failure.


The prospective participant also agrees by submitting his or her bid or proposal that he or she shall


require that the language of this certification be included in all lower tier subcontracts which


exceed $100,000 and that all such subrecipients shall certify and disclose accordingly.







Exhibit M-4


Certificate of Current Cost or Pricing Data


Name


Title


Date of Execution***


This is to certify that, to the best of my knowledge and belief, the cost or pricing data (as defined in


section 15.401 of the Federal Acquisition Regulation (FAR) and required under FAR subsection 15.403-4)


submitted, either actually or by specific identification in writing, to the contracting officer or to the


contracting officer's representative in support of


are accurate, complete, and current as of **. This certification includes


the cost or pricing data supporting any advance agreements and forward pricing rate agreements between


the offeror and the Government that are part of the proposal.


* Identify the proposal, quotation, request for price adjustment, or other submission involved,


giving the appropriate identifying number (e.g., RFP No.).


** Insert the day, month, and year when price negotiations were concluded and price agreement


was reached.


*** Insert the day, month, and year of signing, which should be as close as practicable to the date


when the price negotiations were concluded and the contract price was agreed to.


Firm
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