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City of Seattle


Request for Proposal
RFP No. SCL-3399

TITLE:  SCL Tool Room Automation System

Closing Date & Time: 9/3/15 3:00 PM Pacific

Table 1 – Solicitation Schedule



	Events
	Date

	RFP Issued
	8/10/15

	Optional Pre-Proposal Conference
	 
8/17/15 9:00AM

	Deadline for Questions
	8/25/15

	Sealed Proposals Due to the City
	9/3/15 3:00 PM (Pacific)


	Software Demonstrations and Interviews
	9/11/15* or sooner

	Announcement of Successful Proposer(s)
	9/14/15* thru 9/18/15*

	Contract Award and Start Date
	9/25/15*


*Estimate

The City reserves the right to modify this schedule at the City’s discretion.  Notification of changes in the response due date would be posted on the City website or as otherwise stated.


PROPOSALS MUST BE RECEIVED ON OR BEFORE THE DUE DATE AND TIME 
AND MUST BE AT THE LOCATION STATED IN SECTION 6

Mark the outside of your mailing envelope indicating RFP# SCL-3399

By responding to this Request for Proposal (RFP), Proposer agrees that s/he has read and understands all documents within this RFP package.



1. PURPOSE AND BACKGROUND
1.1	Purpose:
The City of Seattle City Light Department  (hereafter referred to as SCL, “City Light”, or “the City”) is seeking to procure a software application (hereinafter referred to as “Tool Room Automation System or TRAS”)  to provide physical and financial management of tools purchased to support line crews constructing and maintaining the electrical distribution system This system will be used to manage tool inventory levels, track the short and long term location and accountability for tools dispensed , ensure tool lifecycle safety and maintenance, and support tool room operations and procedures.
The goal of the Tool Room Automation System is to provide City Light an operationally efficient mechanism to manage the entire lifecycle use of tools, from purchase to salvage.  Approximately 700 employees working for the Electrical Delivery Operation (hereinafter referred to as “EDO”) and a small number of employees in other City Light divisions check out tools.  
The purpose of this RFP is to solicit proposals for the most appropriate Tool Room Automation System from a qualified Vendor at a firm.  (For the purposes of this RFP, a “Vendor” is a company that can provide goods and/or services to the City of Seattle; a “Proposer” is a Vendor who has submitted a response to this RFP; and a “Contractor” is a Vendor with whom the City has contracted for goods and/or services.)  
The City prefers to acquire an existing system that is commercially available without major customizations, in use by other similar agencies in other jurisdictions of a similar size and complexity, and proven to operate effectively over time.
The City likewise prefers to contract with a Vendor who has demonstrated long-term viability as a company and a long-term commitment to customers through regular product enhancements and on-going support.
The City is seeking a Vendor that provides a proven, effective, and carefully structured approach to configure and implement the chosen system.  In this context, implementation refers to all efforts required to provide a complete and functioning system loaded with City Light data, and to prepare City Light to use it effectively. This includes detailed design, software configuration, software integration, system interfacing, implementation planning, testing, end-user and application administration training, data loading, end user and technical documentation, project management, implementation change management, and post-implementation warranty support as described in the Statement of Work (Section 5).
Although the City is requesting proposals for complete systems, including software, and services that include any and all third-party components, the City at its sole discretion may choose not to acquire all optional system or service components.  The City may also exercise the option to procure third-party components directly, in addition to or in lieu of any identified in specific proposals.
City Light expects to fully implement the selected TRAS before end of third quarter 2016.  There is currently no specific plan or schedule for other City departments to use the TRAS.
The City intends to award to the highest ranked Vendor that will assume financial and legal responsibility for the contract. Proposals that include multiple vendors must clearly identify one Vendor as the “prime contractor” and all others as subcontractors.
The City reserves the right to reject any or all Vendors whose software and implementation proposals do not adequately meet the City’s stated Minimum Qualifications or Mandatory Requirements (Sections 2 and 3, respectively) or the price of which exceeds the amount that City Light determines it is able to afford for this procurement.
1.2	Background:
Seattle City Light is the 10th largest public utility in the U.S. and recently ranked #1 in business customer satisfaction among midsize utilities in the west by J.D. Power and Associates.  City Light performs electrical power generation, transmission, and distribution to residential, commercial, and industrial customers in the Seattle area.  Its workforce consists of 1,800 employees across multiple locations in Washington State.     

As a national leader in energy efficiency and environmental stewardship, City Light needs a centralized tool inventory and management system. Currently, EDO tool inventory is housed in an outdated system that is difficult to support, manage, and utilize, impacting City Light’s ability to financially manage and maintain tool inventory accuracy. City Light’s current tool management system is also cumbersome, time consuming, and generally not user-friendly, resulting in inaccuracies and inadequate reporting of tool use and lifecycle information.
As a result Seattle City Light would like to implement a new Tool Room Automation System that meets minimum business requirements by end of third quarter 2016. The system should provide for the automation of tool check out/in using machine readable (e.g. bar code scanning) tags affixed to the tools, inventory management, the tracking of tool lifecycle (from purchase to salvage), safety certification and precision tooling maintenance, flexible reporting for financial management and personnel/organizational accountability, intuitive and friendly user interfaces, and end-user training.. 
The Tool Room Automation System will be acquired and maintained through a multi-year contract between the City of Seattle and the selected Vendor, with an initial period of five years and an option to extend. TRAS will provide City Light a scalable solution aligned with City Light’s Technology Vision 2020.


1.3	Current Tool Room Operations:
City Light operates two major tool rooms supporting its Energy Delivery Operations crews at its two major in-city facilities, the South Service Center and the North Service Center.  Each tool room is staffed Monday through Friday by experienced field staff that is familiar with the tools and their use.  The Tool Rooms use Passport v9 which is also used by the asset materials team to track materials used to build and maintain electrical distribution assets.  Passport v9 is old (circa 2003), unsupported, operationally unreliable, difficult for end-users to learn and master, and lacks the comprehensive reporting needed to effectively manage tool usage and accountability.  
	Tool Room Operation
	NSC
	SSC

	Estimated Tool Value
	$4,000,000
	$6,000,000

	Consumables issued but not tracked 
	Dollar value or count
	Dollar value or count

		Tools tracked
	Dollar value or count
	Dollar value or count

	Annual Maintenance Cost
	$960,000

	Annual Salvaged Value
	$640,000

	Tools issued per day
	20-30
	20-30

	Operational Hours
	M-F 6:00 am – 4:15 pm
	M-F 6:00 am – 4:15 pm

	Employees supported

	Staffing
	4 FTEs 
	4 FTEs

	Check-out
	· Crew member comes to counter with request
· tool room staff locates tool 
· finds tool in system & signs it out
· Issues tool to crew member 

	Check-in
	· Crew member returns tool to counter
· tool room staff returns tool to shelf
· Tool room staff finds tool in system  and signs tool in 
· Crew member returns tool to counter
· Tool room staff returns tool to shelf
· Tool room staff signs tool in to system

	Procurement
	· Tool room affirms tool based on inventory analysis and/or crew request
·  Tool room lead makes purchase via blanket contract or voucher
· Tool is delivered and checked in (added) to system and shelved 

	Tools signed out to
	Employee and crew

	Off Hours Check-in/out
	Call list

	Tool Room Security
	Access restricted to tool room staff

	Repairs
	In-house and contractors 

	Tool ID
	Engraved number generated by system



1.4 Business Use Cases:  
The attached use cases are provided to supplement information provided elsewhere about business processes. 


1.5	Project Approach
Seattle City Light expects to install and implement a Tool Room Automation System that provides necessary stability, availability, and reliability while best meeting Seattle City Light’s functional requirements achieve the project objectives using a standard software development life cycle (SDLC) methodology: 

· Identify and select a Tool Room Automation System solution through this RFP.
· Purchase the licenses or rights to use the proposed solution and any professional services deemed appropriate to support the project.
· Purchase the necessary equipment to tag tools with a machine readable identity
· Acquire the network hardware and operating systems necessary to operate the software solution.
· Install, configure, and customize the selected software solution to meet City Light requirements
· Conduct a physical inventory to load existing tool data, locations, inventory levels, and organizational accountability.
· Develop, update, and implement business processes to realize efficiencies and incorporate SCL business policies and practices.
1. Implement a sustainable training methodology.
1. Implement a user-friendly interface for authorized employees to access, maintain, and utilize the system and tool inventory including reporting targeted to different end-user groups (e.g. tool room staff, tool users, and management).
1.6 RFP Scope
Software Scope
The functional capabilities of the software acquired must include:
· Tool Lifecycle Management: Ability to track tool events including purchase and entry into inventory, check out and check in history, safety certification requirements and history, calibration requirements and history, repair history, life expectancy, and salvage/loss/removal from inventory. 
· Financial Management: Track tool costs including maintenance.
· Inventory Management: Ability to facilitate physical inventory
· Accountability Management: Associates and tracks employee responsibility for tools across all tool events.
· Scanning Technology: Provide an input interface that utilizes a bar code or other machine readable identifier to facilitate the accurate assignment of personal and location of tool inventory throughout the tool’s lifecycle.
Services Scope
As part of the contract scope, the City may wish to acquire system implementation and integration services to configure the selected software for City Light.  Both software and services will be included in the winning proposal. Multiple Vendors may be included in the proposal for execution of the various proposal components, but proposals that include multiple Vendors must clearly identify one Vendor as the “prime contractor” and all others as subcontractors.  The prime contractor will retain ultimate responsibility for the entire contract and its successful execution.  SCL will partner with the chosen Vendor during implementation, both to assist with the transition, and to ensure sufficient knowledge transfer for SCL to be fully capable of assuming its role for on-going management of system content.
The proposed solution may involve installing licensed software on SCL’s hardware or Software as a Service (SaaS) or vendor hosted service.
The Statement of Work (Section 5.0 of this RFP) provides more details on the City’s preferred implementation phasing approach and expectations regarding project approach and deliverables.
1.7 Computing Standards
SCL IT has a standard hardware, OS, Database, and Middleware configuration that any software being considered for Tool Room automation needs to conform.  See 7.x Mandatory Technical Requirements for details.
1.8 Data Migration
For purposes of determining level of effort for data conversion, Proposers should assume City Light does not require migration of existing tool data inventory from the Passport system.
Single Award:  With this solicitation, the City intends to award one contract and does not anticipate award to multiple companies.  Regardless, the City reserves the right to make multiple or partial awards.
2. MINIMUM & MANDATORY QUALIFICATIONS
The following are minimum qualifications and licensing requirements that the Vendor must meet to be eligible to submit a RFP response.  Responses must clearly show compliance to these minimum qualifications.  Those that are not clearly responsive to these minimum and mandatory qualifications shall be rejected by the City without further consideration:
2.1	Minimum Qualifications
The RFP Coordinator may choose to determine minimum qualifications by reading that single document alone, so the submittal should be sufficiently detailed to clearly show how you meet the minimum qualifications without looking at any other material. Those that are not clearly responsive to these minimum qualifications shall be rejected by the City without further consideration.  The City requires a Minimum Qualifications Response Document (Section 7.4) as part of each proposal response, to clearly show compliance to these minimum qualifications. 
 
2.2	MANDATORY FUNCTIONAL AND TECHNICAL REQUIREMENTS
The Vendor must meet the mandatory functional and technical requirements for the proposal to remain eligible for consideration. Each Vendor must clearly show that their product or service meets these mandatory functional and technical requirements, or their proposal will be rejected as non-responsive. The City requires a Mandatory Functional and Technical Requirements document (Section 7.5) as part of the proposal response, to clearly show compliance with these mandatory requirements. The RFP Coordinator may choose to determine compliance with mandatory requirements by reading that single document alone, so the submittal should be sufficiently detailed to clearly show how you meet the mandatory requirements without looking at any other material. Those that are not clearly responsive to these mandatory requirements shall be rejected by the City without further consideration:

The following Mandatory requirements can be found embedded in the Functional and Technical Requirements shown in of this RFP document.

The Vendor, if other than the manufacturer, shall provide upon request a current, dated, and signed authorization from the manufacturer that the Vendor is an authorized distributor, dealer or service representative and is authorized to sell the manufacturer's products.  Failure to provide manufacturer’s authorization upon request will result in bid/response rejection.
3. LICENSING AND BUSINESS TAX REQUIREMENTS
This solicitation and resultant contract may require additional licensing. The Vendor must meet all licensing requirements that apply to their business immediately after contract award or the City may reject the Vendor. 
Companies must license, report and pay revenue taxes for the Washington State business License (UBI#) and Seattle Business License, if they are required to hold such a license by the laws of those jurisdictions.  The Vendor should carefully consider those costs prior to submitting their offer, as the City will not separately pay or reimburse those costs to the Vendor.  

Seattle Business Licensing and associated taxes
1. 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.  
1. A “physical nexus” means you have physical presence, such as: a building/facility located 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). 
1. We provide a Vendor Questionnaire Form in our submittal package items later in this RFP, and it will ask you to specify if you have “physical nexus”.
1. All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the Vendor and not charged separately to the City.  
1. The apparent successful Vendor 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 result in rejection of the bid/proposal.  
1. Self-Filing You can pay your license and taxes on-line using a credit card  https://dea.seattle.gov/self/
1. 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. 
1. The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.  
1. The City of Seattle website allows you to apply and pay on-line with a Credit Card if you choose.
1. If a business has extraordinary balances due on their account that would cause undue hardship to the business, the business can contact our office to request additional assistance. A cover-sheet providing further explanation, along with the application and instructions for a Seattle Business License is provided below.  
1. 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 Vendor 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 and associated taxes
Before the contract is signed, you must have a State of Washington business license (a State “Unified Business Identifier” known as a UBI number#).  If the State of Washington has exempted your business from State licensing (for example, some foreign companies are exempt and in some cases, the State waives licensing because the company does not have a 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 as a result of licensing shall be borne by the Vendor and not charged separately to the City.  Instructions and applications are at http://bls.dor.wa.gov/file.aspx

Permits:  All permits required to perform work are to be supplied by the Vendor at no additional cost to the City.

4. STATEMENT OF WORK (SOW)
City Light has assigned a project manager and team, but expects to purchase professional services to augment the team with application software specific and other subject matter expertise depending on the solution proposed.  Vendors may respond to one or more, in whole or part and not limited to the following work products expected to be produced after a vendor solution selection.  City Light expects the vendor to be involved throughout the project lifecycle regardless of any professional service responses to individual project work products: 

	Project Management 

	Deliverable 1.1
	Project Plan & Schedule

	Purpose
	To maintain a current project work plan that identifies the specific tasks and target dates for the timely delivery of project deliverables the elements in the project plan.

	Content
	City Light project management standards are outlined in the SCL Project Management Framework.  The following will be the minimum requirements for this project:
· A comprehensive work breakdown structure including tasks and assigned resources, dependencies, schedules and target dates, milestones and checkpoints, deliverables, broken down to a sufficient level of detail to allow effective project control. 
· Maintain project controls including but not limited to issue/risk management, communication, and change control. 
· Ongoing and timely analysis of key project performance indicators including variance to approved budget, scope, and schedule.
· Periodic communication of status to project steering committee, stakeholders, team members, and end-users.



	Deliverable 1.2
	Project Status Reports

	Purpose
	To provide clear ongoing communications to stakeholders concerning the status of the project.

	Content
	A weekly or bi-weekly report containing sufficiently detailed information to enable SCL to determine the status of the project and any variance from the detailed project plan, schedule, or budget.  The status report will include, at a minimum:
· Technical status of the project including Deliverable status, configuration status, and forecasted Deliverable status for the next reporting period
· Resource status for the project including staff utilization 
· Schedule status for the project including task status, milestones completed, phases completed, schedule trends, and schedule summary
· Comparison of actual percent complete versus scheduled for the work breakdown structure
· Issues, risks, and resource constraints which are effecting or could affect progress including the proposed or actual resolution
· Proposed changes to the project work plan, reasons for the changes, and approval/disapproval determination for any proposed changes
· Updated detailed project work plan with approved changes highlighted 



	Solution Design

	Deliverable 2.1
	System Configuration Plan

	Purpose
	To document how the system is to be configured and the business process decisions behind the configuration. To identify gaps where the software cannot be configured to meet desired business processes and identify resolutions for those gaps, as well as to clearly communicate the system configuration.

	Content
	A document that effectively describes the entire system configuration, including decisions made and the logic behind those decisions.  The document will identify specific business activities that cannot be automated with the Licensed Software, describe alternative solutions, identify related cost, schedule, and design impacts, recommend solutions and document decisions.

	Deliverable 2.2
	System Security Plan

	Purpose
	To document any changes required in the application or hosting environment to meet the City’s security requirements.

	Content
	A document that fully describes the compliance of the application and its environment with the City’s stated security requirements.  The document will identify any changes which will be made to complete compliance and any gaps which will require additional technical or procedural responses in order to mitigate them.



	Solution Development

	Deliverable 3.1
	Configured Software Ready for Test

	Purpose
	To deliver a functioning Licensed Software product to SCL configured for test in accord with the System Configuration Plan and System Security Plan.  To certify that all test and production Computer System environments are functioning as necessary to support the implementation effort.

	Content
	The configured Licensed Software, installed on SCL’s Computer System, including all workflows necessary to support SCL business operations.  Certification that the Licensed Software works as intended, meets security requirements, and is ready for user testing.

	Deliverable 3.2
	Application Architecture Documentation

	Purpose
	To concisely document the Licensed Software’s architecture and interfaces in a manner understandable to all project participants.

	Content
	A document that details:
1. The major modules of the software and the interfaces between them
2. For each software module, the major data inputs, functions to be performed, and major data outputs
3. All external interfaces, including a description of the information sent and received, and the method and timing of the interface
4. Data structure definitions
5. A security plan for user access rights and a template to guide the City’s development of a comprehensive security plan for use of the software

	Deliverable 3.3
	Interface Specifications

	Purpose
	To document the specifications for system interfaces required to meet the business requirements and proposed solution.

	
	A document that defines the specifications for necessary interfaces at a sufficient level of detail to support development of interfaces.

	Deliverable 3.4
	Tested Interfaces

	Purpose
	To deliver the real-time or near-real-time functionality that effectively connects the Licensed Software to the required interface programs.

	Content
	Software code and/or configuration parameters to make the interfaces specified in the Interface Specifications operational.  Certification that the interfaces are working in accord with the associated specifications.

	Deliverable 3.5
	Data Mapping and Load Plan

	Purpose
	To define the approach and schedule for populate SCL tool inventory and related data to the proposed solution for populating data fields that must be completed prior to Productive Use.

	Content
	A document that:
1. Identifies the data fields to be populated, including a map that cites specific data sources and destinations for each field 
2. Defines necessary algorithms to validate business rules and data content
3. Defines roles and responsibilities associated with data field population
4. Identifies all data elements in the Licensed Software that must be populated prior to Productive Use, including those with no source data in SCL’s legacy systems 
5. Provides a plan for ensuring that the Licensed Software is appropriately populated with all necessary data prior to Productive Use
6. Provides a plan for testing the populated data in the Licensed Software for accuracy and consistency



	Perform Testing.

	Deliverable 4.1
	Test Plan and Scripts

	Purpose
	To define the approach for testing of the Licensed Software.

	Content
	A document that:
1. Defines the overall testing process, including unit, system, acceptance, field, and performance testing
2. Includes all necessary test scripts – these will be developed by the Contractor and will adhere to SCL quality assurance standards
3. Defines a mechanism for tracking test performance and completion
4. Defines procedures for managing the test environment, including change control
5. Defines procedures for assigning severity to problems encountered
6. Defines entrance and exit criteria for each round of testing

	Deliverable 4.2
	Tested Software

	Purpose
	To ensure the software as configured is ready for business use.  SCL will conduct user acceptance testing.

	Content
	Software certified as ready for use/user-acceptance testing.

	Deliverable 4.3
	Volume/Stress Testing Report –Performance testing

	Purpose
	To conduct volume/stress testing and document the results of performance testing.

	Content
	Completed volume/stress testing and a document that:
1. Describes the overall volume/stress testing process
2. Documents the volume/stress testing results and provides recommendations for improving system performance
3. Documents improvements made to tune the system for optimal performance



	Inventory

	Deliverable 5.1
	Tool Identification and Inventory 

	Purpose
	To affix a machine readable identifier to all tools designated for tracking, and record the location and organizational accountability to each tool.

	Content
	Physically locate each tool
1. Affix a machine readable identifier to each tool
2. Record the tool into inventory with location, organizational accountability, and physical condition.
3. Record the expected lifecycle, safety/calibration data, and other durability data available.



	Training

	Deliverable 6.1
	Training Plan

	Purpose
	To define the approach and schedule for end-user and technical systems operation/configuration training.

	Content
	A document that:
1. Outlines the necessary classes and curriculum for each class
2. Provides a content outline to guide development of classroom materials
3. Identifies SCL attendees and instructors
4. Provides a training schedule
5. Provides a mechanism for tracking completion of training

	Deliverable 6.2
	Training Materials

	Purpose
	To provide SCL with materials for each training session.

	Content
	Content and materials for each class, tailored to SCL’s configuration.

	Deliverable 6.3
	Train the Trainers

	Purpose
	To train SCL “trainers” on system use and train technical staff on system administration and configuration of the Licensed Software.

	Content
	The delivery of user and technical systems operation training in accord with the Training Plan.



	Provide Go-Live Support and Stabilization Services

	Deliverable 7.1
	Go-Live and Stabilization Plan

	Purpose
	To define the steps necessary for a successful Go-Live and subsequent stabilization of the Licensed Software.

	Content
	A detailed task plan, including a readiness checklist and resource assignments, to support moving the Licensed Software into Productive Use.  

	Deliverable 7.2
	Business End User Manual and System Administration Documentation

	Purpose
	To guide SCL business staff with the use and ongoing configuration of the Licensed Software.

	Content
	Printable and online documentation that supports SCL-specific business use of the software and provides guidance to end users in correct execution of user-performed application maintenance and configuration activities.  Includes site-specific customizations and usage considerations.

	Deliverable 7.3
	Configured Licensed Software in Productive Use

	Purpose
	To provide SCL with functioning Licensed Software configured to meet SCL’s business needs, loaded with SCL’s data per the Conversion Plan, and interfaced with other SCL systems per the Interface Plan.

	Content
	Implemented Licensed Software hosted by the Vendor in Productive Use.

	Deliverable 7.4
	Stabilization Services

	Purpose
	To provide SCL with support services for a defined period of time subsequent to Go-Live, including the identification and resolution of malfunctions and operational issues.

	Content
	Stabilization services, commencing at Go-Live and terminating at Services Final Acceptance.



	Ongoing Operation, Maintenance, and Support Services

	Deliverable 8.1
	System Operations 

	Purpose
	To operate the software consistent with service levels specified in the Vendor contract.

	Content
	Software available and functioning for SCL use, meeting performance metrics.  

	Deliverable 8.2
	Problem Response

	Purpose
	To correct functional or performance problems that interfere with the City’s full use of the system.

	Content
	Real time support services including telephone and email contact information, response parameters, and escalation procedures.



5. Contract Provisions

Contract Term:  This contract shall be for five (5) years, with one (1) two-year extension allowed at the option of the City.  Such extensions shall be automatic, and shall go into effect without written confirmation, unless the City provides advance notice of the intention to not renew.  The Vendor may also provide a notice to not extend, but must provide such notice at least forty-five (45) days prior to the otherwise automatic renewal date. 
No Guaranteed Utilization: The City does not guarantee utilization through any resultant contract.  The solicitation may provide estimates of utilization solely to help Vendors prepare their proposals; and does not serve as a guarantee of usage.  The City reserves the right to multiple or partial awards, and/or to order greater or less quantities based on City needs. The City reserves the right to use other appropriate contract sources to obtain these products or services, such as State of Washington Contracts. The City may also periodically re-solicit for new additions to the Vendor pool, to invite additional Vendors to submit proposals or proposals for award.  Use of such supplemental contracts does not limit the right of the City to terminate existing contracts for convenience or cause.
· If the City awards multiple contracts to form a vendor pool, this RFP established competition compliant to City competitive proposal laws; the City Project Manager may place an order with any pool vendor or may solicit multiple quotes to select among the pool vendors.  If departments request quotes, the Vendors must use the costs and hourly rates in the contract. 
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All necessary permits required to perform work are to be supplied by the Contractor at no additional cost to the City.
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A ninety (90) day trial period shall apply to contract(s) awarded as a result of this solicitation.  During the trial period, the vendor(s) must perform in accordance with all terms and conditions of the contract.  Failure to perform during this trial period may result in the immediate cancellation of the contract.  In the event of dispute or discrepancy as to the acceptability of product or service, the City’s decision shall prevail.  The City agrees to pay only for authorized orders received up to the date of termination.  If the contract is terminated within the trial period, the City reserves the option to award the contract to the next low responsive bidder by mutual agreement with such bidder.  Any new award will be for the remainder of the contract and will also be subject to this trial period.  
Independent Contractor and City Space Requirements:
The Vendor is working as an independent contractor.  Although the City provides responsible contract and project management, such as managing deliverables, schedules, tasks and contract compliance, this is distinguished from a traditional employer-employee function.  This contract prohibits vendor workers from supervising City employees, and prohibits vendor workers from 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 does not allow vendors to work in City offices unless essential to the work.  Specific tasks required for this contract must be performed by the worker on-site because they require work on City equipment, databases, software, or cannot otherwise be done off-site.  Because the specific tasks require the Consultant to work on-site, the offer and fees that the Vendor charges shall be considerate of the City requirements and provision of such space.  Such work spaces are provided by the City exclusively for the project and shall not be used for any other consultant purpose.  The work space may include a City computer, appropriate software and/or telephone as determined appropriate by the City Project Manager, and shall allow the worker use of office equipment such as printers and copy machines.  The Vendor worker is independent and is not a City employee.  The Vendor will not work on-site at City offices for more than 36 consecutive months without written authorization from the Department of Executive Administration.  The Vendor shall notify the City Project Manager and the City Purchasing Buyer if any worker is within 90 days of consecutive 36-month placement in a City office.   If the vendor does not use all workstations for the entire period, there shall not be an adjustment back to the Vendor, because the City reserves such spaces in event the project requires them. 
Limits of Sales to Authorized Products and Services: Vendor has responsibility to limit sales to those products or services authorized within the contract, whether authorized by changes and amendments or stated within the original contract scope.  The Vendor is responsible for refusing orders that are not properly authorized by the contract or through other proper Purchase Orders issued by authorized persons from the City.  If the Vendor has consistent sales of unauthorized products or services, the City reserves the right to use any of the following: terminate the contract in accordance with termination provisions, place the Vendor payments on “hold” for all incoming invoices while the City determines which are authorized items eligible for payment, and/or refuse certain invoices that contain non-authorized items. 

Vendor Usage Reports:  The City may request that the Vendor provide reports of purchases made by the City during the contract term.  Within 10 business days of a request, the Vendor will supply the City a report in the requested format. The report must be clearly titled (Company name, contact information, dates of report period).   The Vendor will provide, upon a request by the City, information sorted according to the City request, which may include: invoice specific detail or summary detail, by item name, by the user name (the department customer placing the order), by City Department, and date or order.   
Trial Period and Right to Award to Next Low Vendor: A ninety (90) day trial period shall apply to contract(s) awarded as a result of this solicitation.  During the trial period, the vendor(s) must perform in accordance with all terms and conditions of the contract.  Failure to perform during this trial period may cause the immediate cancellation of the contract.  If dispute or discrepancy as to the acceptability of product or service occurs, the City’s decision shall prevail.  The City agrees to pay only for authorized orders received up to the date of termination.  If the contract is terminated within the trial period, the City reserves the option to award the contract to the next low responsive Vendor by mutual agreement with such Vendor.  Any new award will be for the remainder of the contract and will also be subject to this trial period.  
[bookmark: _Toc187046272]Background Checks and Immigrant Status
The City has strict policies regarding the use of Background checks, criminal checks and immigrant status for contract workers.  The policies are incorporated into the contract and available for viewing on-line at http://www.seattle.gov/business/WithSeattle.htm.  

No Minimum Order: There shall be no minimum order quantity for this contract.
Right to Replace Products & Product Discontinuance:  In the event the manufacturer discontinues or replaces a product, Vendor may request the City substitute a new product or model on the contract.  The City may allow the Vendor to provide a substitute product, upon confirmation that the product has been discontinued.  Pricing for such a product replacement or substitute must be the same discount rate as provided to the City on the original product.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]   Prohibition on Advance Payments: The City does not accept requests for early payment, down payment or partial payment, unless Proposal Submittal specifically allows such pre-payment proposals or alternates within the RFP process.  Maintenance subscriptions may be paid up to one year in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.

6. [bookmark: _Toc521141110][bookmark: _Toc524484953][bookmark: _Toc524754140][bookmark: _Toc526492385][bookmark: _Toc528557440][bookmark: _Toc529153500][bookmark: _Toc30899400]INSTRUCTIONS AND INFORMATION
This chapter details City procedures for directing the RFP process.  The City reserves the right in its sole discretion to reject the proposal of any Proposer that fails to comply with any procedure in this chapter.
[bookmark: _Toc521141112][bookmark: _Ref524406138][bookmark: _Toc524484955][bookmark: _Toc524754142][bookmark: _Toc526492387][bookmark: _Toc528557442][bookmark: _Toc529153502][bookmark: _Toc30899402]
Registration into City On-line Business Directory: If you have not previously completed a one-time registration into the City of Seattle On-line Business Directory, we request you register at: http://www2.seattle.gov/VendorRegistration/. The City’s On-line Business Directory is used by City staff to locate your contract(s) and identify companies for bid lists on future purchases.  Responses will be not rejected for failure to register, however, if you win a contract and have not registered, you will be required to place yourself, or you will be added into the system. Women and minority owned firms are asked to self-identify.  If you need assistance, please call 206-684-0444.  
Communications with the City: All Vendor communications concerning this acquisition shall be directed to the RFP Coordinator.  The RFP Coordinator is:
Presley Palmer
Phone: 206-233-7158
E-Mail: presley.palmer@seattle.gov

Unless authorized by the RFP Coordinator, no other City official or City employee is empowered to speak for the City regarding this acquisition.  Any Proposer seeking to obtain information, clarification, or interpretations from any other City official or City employee (other than the RFP Coordinator) is advised that such material is used at the Proposer’s own risk. The City will not be bound by any such information, clarification, or interpretation.  
Following the Proposal submittal deadline, Proposers shall continue to direct communications to only the City RFP Coordinator.  The RFP Coordinator will send out information to responding companies as decisions are concluded.
[bookmark: _Toc521141113][bookmark: _Toc524484956][bookmark: _Toc524754143][bookmark: _Ref525440530][bookmark: _Ref525440556][bookmark: _Toc526492388][bookmark: _Toc528557443][bookmark: _Toc529153503][bookmark: _Toc30899403]Contact by a vendor regarding this acquisition with a City employee other than the RFP Coordinator or an individual approved by the RFP Coordinator in writing, may be grounds for rejection of the vendor’s proposal.

Pre-Proposal Conference: The City shall conduct an optional pre-proposal conference on the time and date in page 1, at the Seattle City Purchasing Office, 700 5th Avenue, Suite 4112, Seattle.  Proposers are highly encouraged to attend but not required to attend to be eligible to submit a proposal.  The meeting answers questions potential Proposers may have regarding the solicitation document and to discuss and clarify any issues.  This is an opportunity for Proposers to raise concerns regarding specifications, terms, conditions, and any requirements of this solicitation.  Failure to raise concerns over any issues at this opportunity will be a consideration in any protest filed regarding such items known as of this pre-proposal conference.

Those unable to attend in person may participate via telephone.  The Buyer will set up a conference bridge for Vendors interested in participating via conference call.  Contact the Buyer at least two days in advance of the conference when requesting access by phone.
[bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404]
Questions: Questions are to be submitted to the Buyer no later than the date and time on page 1, to allow sufficient time for the City Buyer to consider the question before the proposals are due.  The City prefers such questions to be through e-mail directed to the City Buyer e-mail address. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the vendor of any responsibilities under this solicitation or any subsequent contract.  It is the responsibility of the interested Vendor to assure they received responses to Questions if any are issued.

[bookmark: _Toc521141118][bookmark: _Toc524484960][bookmark: _Toc524754147][bookmark: _Toc526492392][bookmark: _Toc528557447][bookmark: _Toc529153507][bookmark: _Toc30899405]Changes to the RFP/Addenda: A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by formal written addendum issued by the City’s Buyer Addenda and shall become part of this RFP and included as part of the Contract. It is the responsibility of the interested Vendor to assure they have received Addenda if any are issued.

[bookmark: _Toc524484961][bookmark: _Toc524754148][bookmark: _Ref525440624][bookmark: _Ref525440637][bookmark: _Toc526492393][bookmark: _Toc528557448][bookmark: _Toc529153508][bookmark: _Toc30899406]Bid Blog: Our website has an option for those companies familiar with RSS Technology.  You may opt to subscribe to an “RSS Feed” on our new Blog (titled “The Buy Line”).  This is optional; it is for your convenience and recommended for those companies familiar with RSS technology.  The RSS Feed technology provides alerts for updates, including addenda, or information posted on our blog for the solicitation you are interested in.  http://www.seattle.gov/city-purchasing-and-contracting/city-purchasing 

Receiving Addenda and/or Question and Answers: The City Buyer will try to provide you notices, either through the RSS Feed or direction e-mail courtesy announcements, that changes or addendums have been posted on our website. 

Notwithstanding efforts by the City to provide such notice to known vendors, it remains the obligation and responsibility of the Vendor to learn of any addendums, responses, or notices issued by the City.  Such efforts by the City to provide notice or to provide it on the website do not relieve the Vendor from the sole obligation for learning of such material.  

Note that some third-party services decide to independently post City of Seattle proposals on their websites as well.  The City does not, however, guarantee that such services have accurately provided proposers with all the information published by the City, particularly Addendums or changes to bid date/time.

All proposals sent to the City shall be compliant to all Addendums, with or without specific confirmation from the Proposer that the Addendum was received and incorporated.  However, the Buyer can reject the Bid if it does not reasonably appear to have incorporated the Addendum.  The Buyer could decide that the Proposer did incorporate the Addendum information, or could determine that the Proposer failed to incorporate the Addendum changes and that the changes were material so the Buyer must reject the Offer, or the Buyer may determine that the Proposer failed to incorporate the Addendum changes but that the changes were not material and therefore the Bid may continue to be accepted by the Buyer.

Submittal Requirements: This section details City procedures for submittal. 

1. Number all pages sequentially.  The format should follow closely that requested in this RFP.

2. The City may designate page limits for certain sections of the response.  Any pages that exceed the page limit will be excised from the document for evaluation. 
 
3. The response should be in an 8 1/2” by 11” format.  Non-recyclable materials are strongly discouraged.  Proposers are encouraged to “double side”.  If there are page limitations, one side of a printed page is considered one page.  

Late Submittals: Proposers have full responsibility to ensure the response arrives at the City within the deadline. A late submittal may be rejected, unless the lateness is waived as immaterial by the City Purchasing and Contracting Services Director, given specific fact-based circumstances.  Late responses may be returned unopened to the submitting firm; or CPCS may accept the package and make a determination as to lateness.

Hard Copy Submittal: Submittal Requirements.  One original (1) unbound, five (5) copies, and one (1) electronic CD or thumb drive of the response must be received no later than the date and time specified on the Solicitation Schedule or as otherwise amended.  Fax, e-mail and CD copies will not be an alternative to the hard copy. If a CD, fax or e-mail version is delivered to the City, the hard copy will be the only official version accepted by the City.

Table 2: Hard Copy Submittal Addresses
	Physical Address (courier)
	Mailing Address (For US Post Office mail)

	City Purchasing and Contracting Services Division
Seattle Municipal Tower
Suite 4112
700 Fifth Avenue
Seattle, Washington, 98104
	City Purchasing and Contracting Services Division
Seattle Municipal Tower
P.O. Box 94687
Seattle, Washington, 98124-4687



1. Hard-copy responses should be in a sealed box or envelope clearly marked and addressed with the CPCS Buyer Name, RFP title and number.  If packages are not clearly marked, the Proposer has all risks of the package being misplaced and not properly delivered. 

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

3. Submittals and their packaging (boxes or envelopes) should be clearly marked with the name and address of the Proposer.

4. Please do not use any 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, they are to be fully 100% recycled stock.  Such binders are available from Keeney’s Office Supply at 425-285-0541 or Complete Office Solutions at 206-650-9195. 

5. Please double-side your submittal.   

No RFP Opening – No Reading of Prices: The City does not conduct a bid opening for RFP responses.
 
Offer Form: Proposer shall specify response in the format and on any forms provided, indicating unit prices if appropriate, and attaching additional pages if needed.  In the case of difference between the unit pricing and the extended price, the City shall use the unit pricing.  The City may correct the extended price accordingly.  Proposer shall quote prices with freight prepaid and allowed.  Proposer shall quote prices FOB Destination.   All prices shall be in US Dollars.  

Proposer Responsibility to Provide Full Response: It is the Proposer’s responsibility to respond, which does not require interpretation or clarification by the Buyer.  The Proposer is to provide all requested materials, forms and information. The Proposer is responsible to ensure the materials submitted will properly and accurately reflects the Proposer specifications and offering.  During scoring and evaluation (prior to interviews if any), the City will rely upon the submitted materials and shall not accept materials from the Proposer after the RFP deadline; however this does not limit the right of the City to consider additional information (such as references that are not provided by the Proposer but are known to the City, or past experience by the City in assessing responsibility), or to seek clarifications by the City. 

Partial and Multiple Awards: Unless stated to the contrary in the Scope of Work, the City reserves the right to name a partial and/or multiple awards, in the best interest of the City.   Proposers are to prepare proposals given the City’s right to a partial or multiple awards.  If Proposer is submitting an “All” or “None” offer such offer must be clearly marked as “All” or “None”.  Further, the City may eliminate an individual line item when calculating award, to best meet the needs of the City, if a line item is not routinely available or is a cost that exceeds the City funds.  For Proposals, the City may negotiate with the successful Proposer, to finalize the work and specifications consistent with the objectives of the RFP.
[bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]	
Taxes: The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). Washington state tax, use tax if any, and local sales tax will be added onto the resultant Contract cost, although will not be used in evaluation of costs.
Interlocal Purchasing Agreements: This is for information only and is not be used to evaluate candidates. RCW 39.34 allows cooperative purchasing between public agencies, and other political subdivisions. SMC 20.60.100 also allows non profits to use these agreements. The seller agrees to sell additional items at the offer prices, terms and conditions, to other eligible governmental agencies that have such agreements with the City.  The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies.  Should the Proposer require additional pricing for such purchases, the Proposer is to name such additional pricing upon Offer to the City.
[bookmark: _Toc524484967][bookmark: _Toc524754154][bookmark: _Toc526492399][bookmark: _Toc528557454][bookmark: _Toc529153514][bookmark: _Toc30899412]Contract Terms and Conditions: Vendors are to price and submit proposals with the understanding that all specifications, requirements, terms and conditions are mandatory for the Vendor to comply with.  Proposers are responsible to review all specifications, requirements, Terms and Conditions, insurance requirements, and other requirements.  Submittal of a proposal is agreement to comply without exception, unless modified by the City. The City has the right to negotiate changes to submitted proposals and to change the City's otherwise mandatory terms and conditions during negotiations, or by providing notice to the Vendor during the contract. 

Negotiations: Nothing herein prohibits the City from opening discussions with the highest ranked apparent successful Proposer, to negotiate modifications to either the proposal or the contract terms and conditions, to align the proposal or the contract to best meet City needs within the scope sought by the RFP. 	
Effective Dates of Offer: Offer prices and costs in Proposer submittal must remain valid until City completes award.  Should any Proposer object to this condition, the Proposer must provide objection through a question and/or complaint to the Buyer prior to the proposal due date.

Prompt Payment Discount: On the Offer form or in submittal, the Proposer may state a prompt payment discount term, if the Proposer offers one to the City.  A prompt payment discount term of ten or more days will be considered in evaluation.
Cost of Preparing Proposals: The City will not be liable for any costs incurred by the Proposer in the preparation and presentation of proposals submitted in response to this RFP including, but not limited to, costs incurred in connection with the Proposer’s participation in demonstrations and the pre-proposal conference.
[bookmark: _Toc521141129][bookmark: _Toc524484976][bookmark: _Toc524754163][bookmark: _Toc526492405][bookmark: _Toc528557460][bookmark: _Toc529153520][bookmark: _Toc30899418]Proposer Responsibility: It is the Proposer responsibility to examine all specifications and conditions thoroughly, and comply fully with specifications and all attached terms and conditions.  Proposers must comply with all Federal, State, and City laws, ordinances and rules, and meet any and all registration requirements where required for contractors as set forth in the Washington Revised Statutes.

[bookmark: _Toc521141125][bookmark: _Toc524484972][bookmark: _Toc524754159][bookmark: _Toc85261716]Readability: Proposers are advised that the City’s ability to evaluate proposals is dependent in part on the Proposer’s ability and willingness to submit proposals which are well ordered, detailed, comprehensive, and readable.  Clarity of language and adequate, accessible documentation is essential.

Changes or Corrections in Proposal Submittal: Prior to the submittal closing date and time, a Vendor may change its proposal, if the change is initialed and dated by the Vendor.  No change shall be allowed after the closing date and time. Note you cannot change, mark-up or cross-out any condition, format, provision or term that appears on the City’s published Offer Form. If you need to change any of your own prices or answers that you write on the Offer Form, it must be made in pen, initialed, and be clear in intent.  Do not use white-out.

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

Withdrawal of Proposal: A submittal may be withdrawn by written request of the submitter, prior to the quotation closing date and time.  After the closing date and time, the submittal may be withdrawn only with permission by the City.
[bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420]Rejection of Proposals and Rights of Award: The City reserves the right to reject any or all proposals with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
[bookmark: _Toc521141132][bookmark: _Toc524484979][bookmark: _Toc524754166][bookmark: _Toc526492408][bookmark: _Toc528557463][bookmark: _Toc529153523][bookmark: _Toc30899421]Incorporation of RFP and Proposal in Contract: This RFP and the Proposer’s response, including all promises, warranties, commitments, and representations made in the successful proposal as accepted by the City, shall be binding and incorporated by reference in the City’s contract with the Proposer.
Equal Benefits: Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether proposers provide health and benefits that are the same or equivalent to the domestic partners of employees as to spouses of employees, and of their dependents and family members.  The bid package includes a “Vendor Questionnaire” which is the mandatory form on which you make a designation about the status of such benefits. If your company does not comply with Equal Benefits and does not intend to do so, you must still supply the information on the Vendor Questionnaire. Instructions are provided at the back of the Questionnaire.

Women and Minority Opportunities: The City intends to provide the maximum practicable opportunity for successful participation of minority and women owned firms, given that such businesses are underrepresented.  The City requires all Proposers agree to SMC Chapter 20.42, and will require proposals with meaningful subcontracting opportunities to also supply a plan for including minority and women owned firms.  
A Woman and Minority Inclusion Plan is a mandatory submittal with your RFP response, and is provided for you in the Submittal Instruction section of this RFP document. The City requires all vendors to submit an Inclusion Plan.  Failure to submit a plan will result in rejection of your RFP response. The inclusion plan will be scored as part of the evaluation.  The Inclusion Plan is a material part of the contract.  Read the Inclusion Plan carefully; it is incorporated into the contract.  At City request, vendors must furnish evidence of compliance, such as copies of agreements with WMBE subcontractors.    The plan seeks WMBE business utilization as well as recognizes those companies or respondents that have a unique business purpose for hiring of workers with barriers.

Insurance Requirements: Insurance requirements in Attachment #1 are mandatory.  If none, then Contract requirements apply.  If formal proof of insurance must be submitted to the City before execution of the Contract, the City will remind the apparent successful proposal in the Intent to Award letter.  The apparent successful Proposer must promptly provide such proof of insurance to the City in reply to the Intent to Award Letter.  Contracts will not be executed until all required proof of insurance has been received and approved by the City.

Vendors are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, if the Vendor is selected as a finalist.  Proposers may elect to provide the requested insurance documents within their Proposal.
[bookmark: _Toc524484968][bookmark: _Toc524754155][bookmark: _Toc526492400][bookmark: _Toc528557455][bookmark: _Toc529153515][bookmark: _Toc30899413]	 
Proprietary Materials
The State of Washington’s Public Records Act (Release/Disclosure of Public Records) Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are considered public records.  These records include but are not limited to bid or proposal submittals, agreement documents, contract work product, or other bid material.  

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

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

If you have any questions about disclosure of the records you submit with your bid, please contact City Purchasing at (206) 684-0444. 

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

If you believe any of the records you are submitting to the City as part of your bid/proposal or contract work products, are exempt from disclosure you can request that they not be released before you receive notification.  To do so you must complete the City Non-Disclosure Request Form (“the Form”) provided by City Purchasing (see attached) and very clearly and specifically identify each record and the exemption(s) that may apply.  (If you are awarded a City contract, the same exemption designation will carry forward to the contract records.)

The City will not withhold materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Do not identify an entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite on the Form.  Only the specific records or portions of records properly listed on the Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 

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

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

Requesting Disclosure of Public Records
The City asks bidders and their companies to refrain from requesting public disclosure of bids until an intention to award is announced.  This measure is intended to protect the integrity of the solicitation process particularly during the evaluation and selection process or in the event of a cancellation or re-solicitation.  With this preference stated, the City will continue to be responsive to all requests for disclosure of public records as required by State Law.  If you do wish to make a request for records, please address your request in writing to:  Julie Salinas at Julie.salinas@seattle.gov. 
  

Ethics Code: Please familiarize yourself with the new code:  http://www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Vendors, Customers and Clients.  Specific question should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500. 



No Gifts and Gratuities:  Vendors shall not directly or indirectly offer anything of value (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the Vendor.  An example is giving a City employee sporting event tickets to a City employee on the evaluation team of a bid you plan to submit. The definition of what a “benefit” would be is broad and could include not only awarding a contract but also the administration of the contract or the evaluation of contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items from vendors.  Promotional items worth less than $25 may be distributed by the vendor to City employees if the Vendor uses the items as routine and standard promotions for the business.
 
Involvement of Current and Former City Employees: If a Vendor has any current or former City employees, official or volunteer, working or assisting on solicitation of City business or on completion of an awarded contract, you must provide written notice to City Purchasing of the current or former City official, employee or volunteer’s name.  The Vendor Questionnaire within your bid documents prompts you to answer that question.  You must continue to update that information to City Purchasing during the full course of the contract.  The Vendor is aware and familiar with the Ethics Code, and educates vendor workers accordingly.

Contract Workers with more than 1,000 Hours: The Ethics Code has been amended to apply to vendor company workers that perform over 1,000 cumulative hours on any City contract during any 12-month period.  Any such vendor company employee covered by the Ethics Code must abide by the City Ethics Code. The Vendor is to be aware and familiar with the Ethics Code, and educate vendor workers accordingly.
 
No Conflict of Interest: Vendor (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 Vendor performance. The City shall make sole determination as to compliance.  

7. [bookmark: _Toc521141123][bookmark: _Toc524484970][bookmark: _Toc524754157]OFFER SHEET AND MANDATORY SUBMITTALS
Submit proposal with the following format and attachments.  Failure to clearly and completely provide all information below, on forms provided and in order requested, may result in rejection as non-responsive.

Cover letter (optional)

Legal Name Verification:  Submit a certificate, copy of web-page, or other documentation from the Secretary of State 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, be sure to 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.  http://www.coordinatedlegal.com/SecretaryOfState.html

Vendor Questionnaire:  Submittal of the Vendor Questionnaire is mandatory.   The Vendor Questionnaire includes the Equal Benefits Compliance Declaration and the City Non-Disclosure Request that will allow you to identify any items that you intend to mark as confidential.

[bookmark: _MON_1452949923][bookmark: _MON_1500464230]  
Minimum Qualifications: This response is mandatory.  The determination that you have achieved all the minimum qualifications may be made from this page alone; the Buyer is not obligated to check references or search other materials to make this decision.  


[bookmark: _MON_1405934296][bookmark: _MON_1393667475][bookmark: _MON_1405944261][bookmark: _MON_1393650386][bookmark: _MON_1393668519][bookmark: _MON_1404106635][bookmark: _MON_1404627486][bookmark: _MON_1404628604][bookmark: _MON_1404628699][bookmark: _MON_1393156791][bookmark: _MON_1393648875][bookmark: _MON_1393648899][bookmark: _MON_1405926510][bookmark: _MON_1393650030]Mandatory Functional / Technical Requirements: This response is mandatory.  The determination that you have achieved the mandatory technical requirement may be made from this document alone and therefore the Buyer is not obligated to check other materials to make this decision.  


[bookmark: _MON_1500117636][bookmark: _MON_1500381871]	
Seller Certification, if applicable:  Attach proof of your reseller certification.

Maintenance Support Agreement: This response is mandatory. Provide copy of your Maintenance Support Agreement.

Management & Technical Response:  This response is mandatory.         


Pricing Response:  This response is mandatory.  



Inclusion Plan:  This response is mandatory.  




Acceptance & Exceptions to City Contract:  Provide a one-page statement that confirms acceptance of the City Contract (including Terms & Conditions), and represents complete review as needed by the Vendor.  If the Vendor has a legal office that must review contract prior to signature, the Vendor must clearly confirm that such review is complete.

Exceptions to the contract provisions shall be submitted in two forms: A) a printed version of the City’s contract with track changes indicating vendor’s proposed alternative language and B) a table, as set forth below, listing the affected agreement section the issue, the reason for the proposed change, proposed alternative and the impact on the vendor’s proposed total firm fixed price which must be based on the published contract. Proposed contract language changes not submitted in the format presented below may not be considered and may be returned without review.




Example Of Contract Exception Table:
	Agreement Section
	Issue
	Reasons for Proposed Change and Rationale for Cost Reduction
	Proposed Alternative or Additional Language to Insert into Agreement
	Cost Reduction Impact on Price

	
	
	
	
	




As stated earlier in the RFP instructions, the City will not allow a Best and Final Offer. The City will review the proposed language, and will thereupon either accept or reject the language.  The City will then issue a contract for signature reflecting City decisions.  Any exceptions or licensing and maintenance agreements that are unacceptable to the City may be grounds for rejection of the proposal. 



SUBMITTAL CHECKLIST
Each complete proposal submittal to the City must contain the following:
	Cover Letter
	
	

	Legal Name
	
	

	Vendor Questionnaire
	Mandatory
	

	Minimum Qualification 
	Mandatory
	

	Reseller Certification, if applicable
	
	If Reseller, This will be required if awarded.

	Proposed Maintenance Support Agreement
	Mandatory
	

	Management Response
	Mandatory
	Attachments:  These attachments are to be provided in the Management Response. If the necessary attachments are not included or are incomplete, the City may reject your proposal or may require the Vendor to submit the missing information within a specified deadline.
Company Experience Statement
Company Organization Chart 
Dunn & Bradstreet “Business Information Report” or Financial Statements
Current Commitments
Previous Experience
List of Terminations (if any)
Description of Subcontracting Supervision 
Description of Prime – No Subs (if applicable)

	Technical and Functional Response
	Mandatory
	

	Pricing Response
	Mandatory
	

	Inclusion Plan
	Mandatory
	

	Acceptance & Exceptions to City Contract
	
	


[bookmark: _Toc327166111][bookmark: _Toc327171010][bookmark: _Toc327933397][bookmark: _Toc330967667][bookmark: _Toc331470955][bookmark: _Toc331486875][bookmark: _Toc331488290][bookmark: _Toc331898932][bookmark: _Toc331899111][bookmark: _Toc331900259][bookmark: _Toc331932386][bookmark: _Toc332179011][bookmark: _Toc332441008][bookmark: _Toc332677932][bookmark: _Toc332684250][bookmark: _Toc332776348][bookmark: _Toc333207794][bookmark: _Toc520001245][bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498]17.	Evaluation Process: 
The evaluation shall be conducted in a multi-tiered approach with scores of each round being carried over throughout the evaluation process.  Proposals must pass through each round to proceed forward to the next round.  Those found to be outside the competitive range, in the opinion of the evaluation team; will not continue forward to the next evaluation round. Proposals that make it to round 4 will be evaluated to determine final award.  Total Points for all combined rounds is 1100 Points.

Round 1:  Minimum Qualifications and Responsiveness.  City Purchasing shall first review submittals for initial decisions on responsiveness and responsibility.  Those found responsive and responsible based on this initial review shall proceed to Round 2.  The Vendor Questionnaire, Equal Benefits and, Minimum Qualifications will also be screened in this Round to determine proposer responsiveness.

Round 2 – Mandatory Technical Requirements –The City will then review submittals for initial decisions on responsiveness to the mandatory technical requirements. Those found responsive based on this initial review shall proceed to the next Round. 
 

ROUND 1 & 2 SCORING
      
	Criteria
	Maximum Points

	Minimum Qualifications and Responsiveness
	Pass/Fail

	Required Functional Requirements  
	Pass/Fail



Round 3 – Management, Requirements, Implementation & Pricing – The City will evaluate proposals that successfully pass through the previous Rounds.   The City will evaluate proposals using the criteria below. Responses will be evaluated and ranked.  Those proposals that cluster within a competitive range, in the opinion of the evaluation team, shall continue.   

ROUND 3 SCORING
      
	Criteria
	Maximum Points

	Management/Vendor Profile and Proposal
	100

	Functional Requirements Response
	150

	Implementation Plan
	100

	Pricing Proposal
	100

	Inclusion Plan
	100

	Grand Total
	550




Round 4 - Demonstration, Interview & Reference Check
Demonstrations:  Seattle City Light will require that Vendors who remain active and competitive provide a product demonstration in Seattle.  Vendors will be provided a small database and detailed script to demonstrate the functionality of the software solution. Should only a single Vendor remain active and eligible to provide a demonstration, the City shall retain the option to proceed with a Demonstration or may waive this Round. Vendors shall be provided a script and then be scheduled for a full demonstration. If the Demonstration score is not within the competitive range, the City may eliminate the Vendor and discontinue scoring the Vendor for purposes of award.
The Vendor will submit to the Buyer a list of names and company affiliations who will be performing the demonstration.  Vendors are invited to bring the assigned Project Manager that has been named by the Vendor in the Proposal, and may bring other key personnel named in the Proposal. The Vendor shall not, in any event, bring an individual who does not work for the Vendor or for the Vendor as a subcontractor on this project, without specific advance authorization by the City Buyer.
Interviews:  Vendor Management and the potential Project Manager will be scored on their experience.  The City, at its sole option, may require that additional Vendor representatives, not present at the demo, be available for a telephone interview to ensure consistency in Management Interviews.
References: The City may contact users of the Vendor’s product and services for references. References will be used on a pass/fail basis. A negative reference may result in rejection of the Proposal as not responsible. Those vendors receiving a failed reference may be disqualified from consideration.  The City may use any former client, whether or not they have been submitted by the Vendor as references, and the City may choose to serve as a reference if the City has had former work or current work performed by the Vendor. Although the City anticipates completing reference checks at this point in the process, the evaluation committee may contact the client references of the Vendors or other sources in addition to those specifically provided by the Vendor, at any time to assist the City in understanding the product.
ROUND 4 SCORING

	
	Total Possible Points

	Product Demonstrations
(Functional 300 points, Technical 150 points)
	450

	Management Interviews
	100

	References
	Pass/Fail


Repeat of Evaluation Steps: If no Vendor 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 that were active at that step in the process.  In such event, 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 it decides no proposals meet its needs.
Points of Clarification:  Throughout the evaluation process, the City reserves the right to seek clarifications from any Vendor.  

[bookmark: _Toc168210573][bookmark: _Toc168279201][bookmark: _Toc168281869][bookmark: _Toc168284425][bookmark: _Toc168365831]Award Criteria in the Event of a Tie:  In the event that two or more Vendors receive the same Total Score, the contract will be awarded to that Vendor whose response indicates the ability to provide the best overall service and benefit to the City.  

9. AWARD AND CONTRACT EXECUTION INSTRUCTIONS
The RFP Coordinator intends to provide written notice of the intention to award in a timely manner and to all Vendors responding to the Solicitation. 

Protests and Complaints: The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this RFP process.  Please see the City website at http://www.seattle.gov/city-purchasing-and-contracting/solicitation-and-selection-protest-protocols for these rules.  Interested parties have the obligation to be aware of and understand these rules, and to seek clarification from the City. Note there are time limits on protests and Proposers have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.   

No Debriefs: The City issues results and award decisions to all proposers. The City does not provide debriefs. 
[bookmark: _Toc79482493][bookmark: _Toc85261728]
Instructions to the Apparently Successful Vendor(s): The Apparently Successful Vendor(s) will receive an Intent to Award Letter from the RFP Coordinator after award decisions are made by the City.  The Letter will include instructions for final submittals that are due prior to execution of the contract or Purchase Order.  

If the Vendor was allowed to request exceptions in the instructions and chose to do so, the City will review and select those the City is willing to accept. There will be no discussion on exceptions. Once the Contract is formulated, the City may identify proposal elements that require further discussion to align the proposal and contract fully with City business needs before finalizing the agreement. If so, the City will initiate the discussion and the Vendor is to be prepared to respond quickly in City discussions. The City has provided only 15 calendar days to finalize such discussions. If mutual agreement requires more than 15 calendar days, the City may terminate negotiations, reject the Proposer and may disqualify the Proposer from future submittals for these same products/services, and continue to the next highest ranked Proposal, at the sole discretion of the City.  The City will send a final agreement package to the Vendor for signature.

Once the City has finalized and issued the contract for signature, the Vendor 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 Vendor 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 Vendor, or cancel or reissue this solicitation.  Cancellation of an award for failure to execute the Contract as attached may cause Proposer disqualification for future solicitations for this product/service.

Checklist of Final Submittals Prior to Award: The Vendor(s) should anticipate that the Letter will require at least the following.  Vendors are encouraged to prepare these documents as soon as 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 a hard-copy is required by the specifications)
· Special Licenses (if any)
· Approved Contract Bond (if applicable)
· Intent to Pay Prevailing Wages (for prime and any subcontractors)

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





Attachments

For convenience, the following documents have been embedded in Icon form within this document. (Double click on Icon to open).  

[bookmark: businesscase][bookmark: taxpayeridandw9formappendix]Attachment #1  Insurance Requirements




Attachment #2 Contract & Terms and Conditions  (applicable for a SCL Hosted System) 



  
Attachment #3:  SAAS Agreement (applicable for a Vendor Hosted Solution)




Attachment #4:  Sample – Service Level Agreement (SLA):  (applicable for a Vendor Hosted Solution)
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LETTER FROM THE CIO

“Ideals are like the stars: we never reach them, but like the mariners of the sea, we chart our course by them.”
— Carl Schurz, secretary of the interior under President Rutherford Hayes (1871-1877)

In March 1902, voters approved a bond to construct a municipal power plant on the Cedar River. Businessman J.D.
Ross took immediate action. He walked into the office of City Engineer Reginald Thompson and asked to design and
build the new plant. Two weeks later Ross returned to Thomson's office with blueprints. The rest is history.

In May 2012, Seattle City Light published its six-year strategic plan addressing crucial challenges such as an increasing
customer demand for efficiency and conservation, an aging infrastructure, growing security and compliance regulations,
as well as a wave of knowledge loss through retirement.

This is where the two stories merge and basic principles of good engineering bridge a 110-year span. To cope with the
technological challenges of the new millennium, City Light needs a blueprint that allows the stepwise construction of an
interlocking technology architecture - connecting employees and customers.

Starting in the 1960s with payroll and billing applications, information systems, computers, and communication have
now reached all aspects of City Light. Aimost every employee touches a keyboard daily. Many can not do their work if
“the computer goes down.” Technology now shares this wide reach with Finance and Human Resources, which are an
integral support function for every major business process in the utility.

With the projects and initiatives from the 2013-2018 Strategic Plan to mitigate these challenges well underway, the
need for a solid technology blueprint that integrates systems and data becomes a critical success factor. The large
majority of strategic projects have a technology component. While in previous decades technology could be managed in
an insular, self-contained fashion, the permeation of computers, micro-processors, controls, internet, and
communication networks has fused standalone systems into a connected technology landscape.

At the core of this Vision 2020 document is the technology blueprint and the strategic initiative projects it integrates.
This blueprint is designed to provide the successful foundation for the new solutions we already envision, while keeping
the door open to innovative technologies yet to come.

We have looked to the past, not just for engineering inspiration, but also to understand how to create technological
success in the culture of City Light. We hope that you can find an avenue to contribute to the success of City Light
through the implementation of a well coordinated blueprint.

Sincerely,

Dtk Malibme

Dirk Mahling, Ph.D.
Chief Information Officer \
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LETTER FROM THE EXECUTIVE TEAM

In 2012 Seattle City Light published its first strategic plan, covering the years 2013 through 2018. The first year into
this plan has seen a host of activity and led to our first update - now extending into 2020. With this extension and many
strategic initiative projects underway, a solid technological foundation is both timely and critical. Technology Vision

2020 provides this foundation for City Light. It accommodates many different technological needs and also ensures that
they work well together. The framework is also scaleable, allowing us to make tactical optimizations as we progress
along our path.

Every officer at City Light owns projects and initiatives as part of the strategic plan that contain elements of information
technology, network communications systems, data storage, or microprocessor-based controls. Knowing that these
technology needs are well integrated and that technology projects are successfully delivered gives us the confidence to
make needed investments and concentrate on the business goals and processes of City Light. This helps every one of
our customers and employees obtain the information they need and facilitates “anytime/anywhere” access to the tools
that deliver it (e.g., OMS, WAMS, GIS).

Seattle City light is entering an exciting future securing its position as the greenest utility in the country, winning
customer service awards, and leading the way in the use of innovative technologies for our customers and the
environment. We also face crucial challenges on the road ahead. They demand that we efficiently and effectively
coordinate information-based technologies across business operations as enterprise-wide enablers. Technology Vision
2020 has been specifically crafted to address this demand and contribute to the overall success with our strategic plan
— all the way to 2020 and beyond!

Sincerely,

Jorge Carrasco
General Manager &
Chief Executive Officer

AU

James Baggs;
Internal Compliance Officer

Fuf

ihone Trsy

DaVonna Johnson
Human Resources Officer

U 8.0

Jeffrey Bishop
Chief Financial Officer

Michael Jones
Power Supply &
Environmental Affairs Officer

Sephir Hamilton
Chief of Staff

A it

Customer Service &
Energy Delivery Officer
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1. INTRODUCTION
gy mu Seattle City Light's M

2013-2018 Strategic Plan Seattle City Light (SCL) is a publicly owned

perform as an centers on meeting and utility dedicated to exceeding our
exceed m_g cugtomers customers’ expectations in producing and
expectations into the next delivering environmentally responsible,

enterprise-wide
P decade and for many years  gafe, low-cost, and reliable power.

ahead. It addresses crucial

enabler. challenges, including: increasing customer demands for efficient and
cost-effective service; an aging infrastructure that no longer meets current
needs; rising power, debt service, and compliance related costs; and
approximately half of its skilled, experienced workforce eligible for
retirement within the next five years.

Seattle City Light’s (SCL) Strategic Plan points to the need for strategic in-
vestments that are critical to City Light’s future success. These systemic
concerns demand urgent attention to support increasing customer de-
mands around rate

predictability, paying bills, conserving energy, and access to “anytime/
anywhere” service.

Every organizational area within the utility plays an important role in
serving SCL's mission and implementing the directives articulated in its
Strategic Plan. Fiscal and human resources, power generation,
transmission, and distribution management efforts must respond
holistically to this strategic call to action. Similarly, technology — which
supports attendant information needs and serves as a conduit of that
information for internal and external customers — must perform as an
enterprise-wide enabler to streamline service, improve workflow, and
enhance integration across all lines of business operations.
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Akin to SCL's core utility infrastructure that is
approaching obsolescence, approximately 80% of City
Light's business software systems must be replaced
within the next six years, and deferred investments in
enterprise resource planning (ERP) and operational
systems must also be addressed within this same time
frame. Historically, information technology (IT)
products and practices were insular and proprietary,
targeted as specific solutions to disparate business
needs. Those days are over. A sea change has
occurred, and legacy-based IT “islands of information”
now touch one another across the enterprise.
Operational technology (OT) has also grown and
evolved, forging an IT-OT convergence that no longer
treats a variety of related technologies separately (e.g.,
communications, controls, microprocessors).

This document presents a business-driven approach to
guiding the deployment of computing resources at SCL
into the next decade and beyond. It offers a vital
technology blueprint that is fundamental to supporting
SCL's strategic imperatives.

Technology Vision 2020 charts a clear course that:

* Aligns all process and systems
» Connects strategic initiatives projects with existing systems

* Ensures compatibility and supports convergence of IT and OT solutions

* Ensures data integrity and efficiency

* Addresses cyber security demands

* Guides future system purchases, offering protection from siloed investments
* Reduces costs and risk

TECHNOLOGY VISION 2020 2
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Technology Vision
2020 must address
the lessons learned

from prior technology

planning initiatives.

2. LESSONS LEARNED

To be truly successful, Technology Vision 2020 must address the lessons
learned from prior technology planning initiatives. As the American
philosopher George Santayana noted: "Those who cannot remember the
past are condemned to repeat it." Accordingly, this chapter reviews the
outcomes of City Light's 2000 and 2008 strategic information technology
plans, as well as a series of interviews conducted with selected internal
SCL business partners regarding their impressions of those previous plans.

While these two prior planning efforts yielded some very tangible
improvements - including the implementation of enhanced automation for
customer service (CCSS), outage management (OMS), and work
management (WAMS) functions - a large number of critical projects were
only partially deployed or never implemented at all. Many of these
initiatives also tend to resurface from one planning cycle to the next (e.g.,
disaster recovery, security, field automation, and document management),
signifying long-term trends that remain unaddressed or take longer than
one planning cycle to implement.

Some of the causal factors surrounding this situation are beyond the grasp
of technology’s reach alone. These issues include changes in SCL
leadership and strategic direction, nationwide economic downturns with
attendant fiscal constraints, and resistance to change that is endemic to
many organizational cultures.

However, several other factors clearly can and must be addressed by
Technology Vision 2020. Ineffective technology governance and
inadequate stakeholder communication surfaced as key barriers in the
majority of interviews conducted. Historically, governance has focused on
technology at a project-specific basis - lacking a cohesive, programmatic
approach that cuts across business units, enhances cross-functional
workflow, and facilitates information access. SCL also has lacked a
disciplined approach to project management, characterized by insufficient
role clarity among technical and business representatives, inadequate
funding for operations and maintenance (0&M), scope creep, limited
quantifiable benefits realization assessment, and insufficient attention to
change management.

TECHNOLOGY VISION 2020





The following page presents a summary of outcomes correlated to SCL's two, prior technology planning
efforts. It highlights specific projects that have been implemented, partially implemented, or never
implemented. It also notes the key strategies that drove each plan, as well as the critical issues that
each plan sought to address. It may be worth noting that the year 2000 plan only cited IT issues, in
contrast to SCL strategic business issues outlined in the 2008 plan. This suggests that City Light's view
of technology has matured over the years - evolving from a tactically-focused “cost of doing business”
role to one that business operations increasingly rely upon for strategically supporting and transforming
business operations. The final column on the following table summarizes major barriers to successful
implementation - which, tellingly, cut across the planning horizons of both previous technology plans.
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First computers used at SCL (1954). No longer limited to the back office, this technology
has since evolved to support the frontlines of power distribution and customer service.
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Figure 1. Prior SCL Technology Plan Outcomes
2000 - 2003

2008 - 2012

Implemented * CCSS * OMS
* Power Sales * Asset/Work Management (WAMS)
¢ Complex Billing * GroupWise to Exchange
* Sundry Sales * Business Intelligence
* Remote Access » Strategic Partnership (ETRM)
Partially * |T Governance * Financial Planning
Implemented * Web Strategy * Green IT
* PMO
Not Implemented « WAMS « AMI

* Key Customer Management

* Mobile Workforce

* Smart Grid Technologies (EMS)

« Content Management

* Disaster Recovery

* Infrastructure Security

¢ Customer Care/Complex Billing
* Conservation Virtual Power Plant

Key Strategies

¢ Consider total costs (capital and 0&M) when
evaluating IT investments

* Maintain a standardized, reliable base technical
architecture

* Establish an integrated application architecture

¢ Partner with business units to ensure best practices
in process design and technology

* Improve access to and availability of timely and
accurate information throughout the organization

* Work cooperatively with other City departments to
take advantage of information technology
opportunities that benefit City Light customers

* Measure performance to improve the Utility's
accountability for investments

+ Consolidate and Modernize Information Technology
Solutions

* Enable Real-time Information Across the Utility

+ Drive Enterprise Mobile Business Solutions

* Anticipate and Integrate Smart Grid Technologies

* Promote Ubiquitous, Enterprise-wide Information
Technology Security

Major Issues

NOTE: the 2000 plan identified only IT issues vs.
2008 plan’'s business issues

« Utility marketplace changing from stable/predictable
to dynamic/volatile

* Increasing demands to develop new business
capabilities, improve energy efficiency, and manage
energy risk

¢ Rising customer expectations/demand for clean,
reliable, low-cost power

* Concern over carbon emissions and the rising cost
of fuel

* New federal regulations governing cyber security
compounding complexities

Major Barriers

* Resistance to Change * Economic Downturn = Change in Leadership/Direction
¢ |neffective Governance/Communication * Data Flow Restricted to Siloes
» Ad Hoc Project Management/Program Management
* Lack of an Integrated and Architected Approach

TECHNOLOGY VISION 2020





When viewed in the aggregate, the most significant barriers to prior technology planning efforts surround
the lack of an integrated, architected approach to supporting customer needs across the enterprise
coupled with an ineffective governance model. City Light can no longer simply look at projects and
associated technologies in isolation. It demands a cogent reference architecture for properly
fitting into place the entire portfolio of SCL's technology projects, information, communications,
and related solutions through a more viable and holistic approach to technology governance.

The remaining chapters highlight the strategies that frame this architecture, present a set of related

blueprints and associated projects, outline requisite governance and service support approaches, and
conclude with critical success factors for moving forward.
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3. STRATEGIC BUSINESS PRIORITIES
AND OBJECTIVES

City Light’s Strategic Seattle City Light developed its 2013-2018 Strategic Plan (currently being
updated for 2014-2020) to address customers’ needs for environmentally
responsible, available, affordable, and reliable energy. This rolling six-year

Plan centers on plan is results-focused, reflecting enterprise-wide imperatives that center
on tangibly enhancing reliability, customer service, environmental

tangibly enhancing stewardship and critical infrastructure. The following table summarizes the
priorities and objectives that drove the development of that plan.

reliability, customer
Y Figure 2. Seattle City Light’s Priorities and Objectives

service, Priority Objectives

Customer Value * Provide more rate stability and predictability
environmental * Anticipate and exceed customer service
expectations

. * Promote environmental stewardshi
stewardship and P

Workforce * Ensure a safe work environment
. i Investments * Attract, train, and retain a high-performance
critical infrastructure. ———

Asset Preservation | * Provide reliable, safe, cost-effective electric
service to our customers

¢ Maintain stable, cost-effective, environmentally
responsible power supply portfolio

¢ Incorporate technology to meet future customers

Municipal * Improve communication about City Light's
Enterprise strategic priorities
Excellence * Enhance cost competitiveness and accountability

in procurement of all services

* Implement best practices in business processes
and technology across the enterprise

* Ensure fiscal strength
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The Strategic Plan assessed both the strengths and challenges faced by City Light. In response, the plan
calls for the following key strategic investments in the 2013-2018 period, organized around four key
objectives:

Objective 1 Objective 2

Objective 3

Objective 4

Improve customer Increase workforce Enhance Continue conservation
experience and rate performance and organizational and environmental
predictability safety practices performance leadership

Figure 3. Strategic Investments Summary

Additional Funding: Objectives

Strategic Initiatives

(Proposed 6-yr total, millions)

Operating (S)s Capital (S)

Budget/rate alignment 0.3 *
Net wholesale revenue practices 126.3 ¢
Ratepayer advocacy initiative $
Cost of service & rate design policies *
Customer-focused website/services Q.7 1.4 *
Customer Service Center improvements 4
Enhanced environmental leadership 0.1 0
Environmental liability reductions 1.4 91 L)
Safety culture promotion/practices (4.6) A
Skilled workforce attraction & retention 27.2 6.2 A
IT security upgrades 1.2 4.2 én
Reliability and cybersecurity standards compliance 35 0.8 L
Enterprise GIS 4.1 6.4 L 4
North downtown substation 15 117.4 ¢
Transmission system improvement 18.2 4
Underground cable replacement 1.2 5.3 *
Streetlight planning, design, construction 299 .4
Mobile workforce implementation 0.8 0.8 ¢n
Hydro performance & generator availability 1.4 *
Regional power & transmission leadership (10.2) ¢n
Advanced metering infrastructure (6.4) 80.5 ¢n
Electric vehicle infrastructure & rates $H0
Engineering and operations standards 3.0 L d |
Climate research 1.3 ®
Conservation enhancement program $0
Communications and engagement L
Performance benchmarking & efficiencies 1.7 ]
IT roadmap 5.7 125 ]
Performance-based reporting 54 31 L
Internal management review unit 4.1 u
Project management quality improvement 2.8 |
Service agreements/performance metrics 0.8 =]
External service contract procurement ]
Efficiencies initiatives (55.9) (37.5) ¢n
Financial policies initiative 3.0 3.0 |

L Improve customer experience and rate predictability
A Increase workforce performance and safety practices

1 Gradual reduction in net wholesale revenue target over six years.
2 In constant 2012 dollars (without inflation).
3 Reflects increased and decreased O&M but not revenue enhancements.

@ Continue conservation and environmental stewardship
B Enhance organizational performance

TECHNOLOGY VISION 2020
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4. TECHNOLOGY VISION, STRATEGIES
AND GUIDING PRINCIPLES

Business-technology Aligned with SCL's strategic business priorities and objectives, Technology
Vision 2020 provides a strategic roadmap for supporting those directives
over the next six years — and beyond. The following presents the vision,

alignment is central strategies, and guiding principles that frame this call to action.

to success.
Technology A simple, integrated and scalable technology
Vision platform for information and systems that supports

the utility of the future

Technology Modern * Real-Time = Integrated * Mobile < Secure
Strategies

Technology ¢ SCL technology and business personnel will work in

Guiding partnership to optimize operations across the utility

Principles

« SCL will take a holistic, enterprise approach to all
aspects of information and operational technology
driven by shared business need and a common
architecture

« SCL will favor vended, pre-integrated solutions

REUSAP 1 e/ « SCL's technology infrastructure must:

+/ Be as homogeneous as possible

when y

+ Be cost-effective

+ Be maintainable

+/ Be scalable, extensible, and interoperable
+/ Address security needs

+/ Address business continuity needs

9 TECHNOLOGY VISION 2020





The vision, strategies, and guiding principles promote a viable path for addressing current strategic
projects — and also serve as a launch pad for the next wave of technology innovation that inevitably
will occur over the next planning horizon (i.e., 2020 to 2030). It may also be worth noting that
Technology Vision 2020 recapitulates the strategies articulated in the 2008 technology plan. This is
as an acknowledgment of the need for strategic continuity, as well as the long-term technology trends
that endure and will continue to evolve over time (e.g., cyber security, the cloud, emerging
customer-centric web-based solutions). Technology Vision 2020 also adds the core set of guiding
principles outlined above to govern the “rules of the road” for assessing, investing in, and deploying
technology during the years ahead. In addition, these strategic directives move City Light toward
“agile” development methodologies that respond to customer needs more rapidly, flexibly, and
adaptively than historic “waterfall” (i.e., sequential design) processes. This iterative, incremental agile
approach employs demonstrable prototypes that quickly validate proof-of-concept and support
continuous improvement.

Above all, business-technology alignment is central to success. With this focus in mind, Technology
Vision 2020 also includes a targeted set of key performance indicators (KPIs) to monitor progress
made toward tangibly achieving that alignment. The following exhibit provides a summarized view of
the KPIs.

. : i hir Hamil
Figure 4. Tec_h nology Services/Business Saptic HamMon
Customer Alignment KPIs* o Coverage |

- 415
Phillip West
Customer Service & Energy Delivery Officer
CSED Coverage | Quality
- 18/19| » 74%
Jeffrey Bishop
Chief Financial Officer
Jorge Carrasco Coverage | Quality oty Coverage | Quali
General Manager and CEO = 9/11 |8
IT Services - SCL Capabilities 46/ 50 2 67% Michael Jones
Supported Power Supply & Envil tal Affairs Officer
PSEA Coverage | Quality
- 8/8 |~ 59%
DaVonna Johnson
Human Resources Officer
HR Coverage | Quality
= 5/5 |= 58%
James Baggs
Internal Compliance Officer
Int. Compl. Coverage | Quality

- 2/2 |> 60%

These and other related key performance alignment indicators are presented at the SCL managers’
meeting on a monthly basis. For each SCL director, and also aggregated for City Light's CEO, the
table identifies:

* Coverage: the number of major business functions supported by ITSD as a percentage of the
total number of major business functions identified for ITSD support

* Quality: The perceived level of customer satisfaction as identified by ITSD business liaisons via
ongoing discussion with directors and/or designated business unit representatives

! as of Fall, 2013

TECHNOLOGY VISION 2020
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Enterprise
architecture supports
changing business
requirements and
integrates new

technologies, aligned

with best practices.

5. ENTERPRISE ARCHITECTURE
What is Enterprise Architecture?

Enterprise architecture (EA) provides a proven methodology for aligning
technology investments with the business direction of an organization. The
field of enterprise architecture originated in 1987, with the publication in
the IBM Systems Journal of an article titled "A Framework for Information
Systems Architecture," by J.A. Zachman. In that paper, Zachman laid out
both the challenge and the vision of enterprise architectures that would
guide the field for the next 25 years. The challenge was to manage the
complexity of increasingly distributed systems. As Zachman said:

“The cost involved and the success of the business depending increasingly
on its information systems require a disciplined approach to the
management of those systems.?”

The field of enterprise architecture emerged to address two critical
problems:

» System complexity — Organizations were spending more and more
money building complex, distributed technology systems; and

e Poor business alignment — Organizations were finding it more and
more difficult to keep those increasingly expensive systems aligned
with business need.?

Enterprise architecture provides a practical set of principles, strategies,
policies, standards, and practices - derived from business needs and
priorities — that guide technology decision-making and the engineering of
an organization’s information systems and technical infrastructure.

Unlike a project, with defined start and end dates, enterprise architecture
is an ongoing effort. Enterprise architecture evolves to support changing
business requirements and priorities, and to integrate new technologies
and best practices. It looks comprehensively at the complex relationships
among environmental trends and business drivers, an organization’s
mission and operations, and technology best practices to both define and
deliver technical blueprints that support the short- and long-term
objectives of the business.

2 Zachman, J.A. "A Framework for Information Systems Architecture.” IBM Systems Journal, Volume 26. Number 3 (1987).
3 Sessions, Roger. “A Comparisen of the Top Four Enterprise-Architecture Methedologies.” Microsoft Developer Network Library (2007)
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SCL Enterprise Architecture

Blueprints

At its core, Technology Vision 2020 centers on five
enterprise architecture blueprints panels
presented within this chapter, one for each of
SCL’s business units (FSBU, CSED, PSEA, HR, and
Compliance). Aligned with City Light's defined
business priorities and objectives, these EA
blueprints offer a series of significant related
benefits — as outlined in the table that follows.

Figure 5. Enterprise Architecture Alignment with SCL Business Priorities

Customer Value

A coherent software platform significantly reduces the myriad
integration points that exist today and enables SCL to more expediently
anticipate and exceed customer service expectations.

Workforce Investments

Aligned with best practices, the enterprise architecture framework offers
a proven, professional approach to technology management across the
utility — fostering a positive environment for attracting, developing, and
retaining a high-performance technology workforce.

Asset Preservation

Enterprise Architecture (EA) promotes information sharing across
traditional organizational boundaries. It establishes structured
approaches to capture, classify, categorize, store, and retrieve
information about the utility’s assets — and addresses the lack of an
encompassing data and systems architecture across the utility. As a
result, policy makers and operational staff can make timelier,
well-informed decisions about SCL's assets, better analyze service
trends, maintain a more cost-effective asset portfolio, and anticipate
future service demands.

Municipal Enterprise
Excellence

In support of SCLs strategic objectives surrounding enhanced business
processes and fiscal strength, EA constructively challenges costly
“best-of-breed” system deployments, where up to 60% of functionality is
never used and disparate solutions impede efficient workflows.
Technology Vision 2020 promotes investment in pre-integrated
solutions that yield more cost-effective, expedient deployment,
single-vendor accountability, and increased reliability.

TECHNOLOGY VISION 2020
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As the diagram below illustrates, the EA blueprints consist of three basic layers that relate to SCL's business,
information, and system solutions.

Figure 6. SCL Enterprise Architecture Blueprints — Schematic Overview

s § ~ BUSINESSLAYER

A
A" I)

i ° ,./'j: rd .f.:"/:? -"‘:"‘.; ’ |
| Includes the SCL business area, related business owners, '
and business division o.perations

/(X INFORMATION LAYER

¥ i )
0 ™
Q Q Q

Includes the critical information used by business operations; also designates
information both provided and consumed by business system solutions

SOLUTIONS LAYER

Includes categories of solutions and respective systems used by the business area;
also designates them asﬁexisting,ﬁ new, or replaced between 2013 and 2020

Business Layer

Technology must meet SCL business needs at the process level — not at a systems level or business-goal level.
Accordingly, the top of each diagram leads with a business layer related to each major business unit at the utility:

» Customer Service and Energy Delivery

* Power Supply and Environmental Affairs

* Internal Compliance and Security & Emergency Management
* Financial Services

* Human Resources

The business layer outlines the core business processes (e.g., asset management, customer care) in each
business area. In addition, it identifies the primary business process owners within each of the business units.
The aim is to allow business process owners to concentrate upwards on customers and business goals — secure
and confident that technology will take care of the rest.

Information Layer

Information is the lifeblood of SCL's business. The information layer depicts critical bands of information (e.g.,
customer data, employee data) used by City Light business processes. As the jagged edges on the borders of the
layer indicate, this data cuts through the silos that exist today. For example, all business areas create budgets
and employ people.

13 TECHNOLOGY VISION 2020





This layer also defines how the information is employed, characterized by the following icons:
Q The light-bulb icon connotes information used by a business process
(E The socket icon connotes information that is consumed by a business system solution
() The plug icon connotes information that is provided to a business system solution

The cloud icon connotes information provided via software as a service, a software delivery model in which
software and associated data are hosted by a cloud-computing vendor — external to SCL

Please refer to the glossary at the conclusion of this document for brief definitions of each information band
presented.

Solutions Layer

System solutions provide an integrated conduit for processing the information needs of the business. This layer
outlines major solution areas and the respective computing systems used by the business units, characterized
by the following icons:

(&1 This icon connotes a solution area which encompasses a subset of related systems (e.g., Work and Asset
Management is a solution area that includes systems such as WAMS and Cascade).

[0 This icon connotes an existing SCL computing system (e.g., WAMS)
B Thisicon connotes a new SCL computing system (e.g., Cascade)

| This icon connotes an SCL computing system slated for replacement (e.g., CCSS)

The solution layer also incorporates a timeline on the left margin (i.e., from 2013 through 2020) so that projects
can be temporally aligned and coordinated accordingly. In addition, it aligns related projects with defined
strategic plan initiatives.

However, completing these projects represents only one part of Technology Vision 2020. To be truly successful,
this plan must also consider the convergence of informational technology (IT) and operational technology (OT) as
one. This includes IT-OT information, security, and the use of related data across all lines of business — both
today and in the future. Accordingly, the EA blueprints address this convergence (represented by dotted lines
that surround OT-related solutions), cutting across the three IT-OT silos that currently exist within Customer
Service and Energy Delivery, Power Supply and Environmental Affairs, and IT.

Once again, please refer to the glossary at the conclusion of this document for definitions of all the systems
acronyms employed.

The following five pages present the enterprise architecture blueprints as of Fall, 2013. These schematics
represent a “point-in-time” snapshot of the architecture, and will continue to evolve in support of SCL's
business needs.

Please refer to http://sclweb/it/blueprints for the most current iteration of these diagrams.

TECHNOLOGY VISION 2020 14
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Enterprise Architecture Characteristics

A variety of characteristics permeate every aspect of the preceding EA blueprints — impacting all of the business
processes, information needs, and specific solutions outlined within these schematics. They are intrinsic to
SCL's overall enterprise architecture.

This section of Technology Vision 2020 offers a brief description of these EA characteristics, as follows:
* Cyber security

* Business continuity

Networked communications

IT-OT convergence
Mobile/BYOD
* Compliance

* Consumer technology and energy technology

* Emerging technologies

Cyber Security

Cyber security surrounds the protection of information, services, and assets from all facets of unintended or
unauthorized access, revision, or destruction. It extends beyond the boundaries of IT alone, encompassing a
business-based focus on safeguarding of every SCL asset — tangible as well as intangible (e.g., SCL brand,
intellectual property, bank account information). Unlike many other aspects of Technology Vision 2020, cyber
security is not a strategic differentiator. Very real threats exist; they simply must be addressed.

No organization or individual can ever be 100% secure. From this perspective, the question is not: will SCL's
technology-related security be threatened? The more salient inquiries are: when will these threats occur; how
severe will the attacks be; and how can we best detect and quarantine attempted intrusions so they do not
adversely impact SCL operations?

With the above in mind, City Light must tackle cyber security from a business viewpoint — rather than a
technology centric, one-size-fits-all orientation centered on a toolkit of firewalls and standard devices. To be truly
effective, SCL's enterprise architecture needs to embrace and support enterprise risk management —
enumerating the full range of business security risks (e.g., from password access to bio-terrorism) across the
organization — and by creating rankings of risk probability based on potential impacts to operations.

Like a swimming pool that targets specific temperatures and pH levels to safeguard the water, these risk profiles
must be infused within every single line of the EA blueprints to effectively protect business operations. SCL
needs to be on latest security update patch, appropriately blacklist/whitelist users, and enforce security
accordingly. More importantly, however, cyber security cannot and should not be addressed in an after-the-fact
manner. It must be architected and managed from the very core of City Light's enterprise architecture.
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Business Continuity

Business continuity centers on ensuring that SCL's customers, staff, vendors and other entities have requisite
access to City Light's critical business functions. Readers of this document may recall the BusB incident that
occurred in 2012, when a power conduit became overloaded. This placed SCL's server room in jeopardy and
significantly impeded City Light’s ability to print bills. That incident serves as a cautionary tale and real-world
reminder of business continuity’s paramount importance.

How prepared is City Light to effectively recover in the face of an emergency or catastrophic event (e.g.,
earthquakes, terrorist attacks)? In the midst of such disasters, the prioritization of needs becomes apparent in
very material ways. Computers must keep running; standby control centers need to be in place. SCL must also
acknowledge that not all applications are created equal (e.g., financial forecasting vs. power tracking systems),
and effectively prioritize recovery requirements for each technology solution within its portfolio. This will require
working across all business areas to identify, understand, and address a wide variety of business continuity
related scenarios.

Communication Networks

Expedient, cost-effective movement of information serves as an essential, animating force of any modern utility.
Communication networks provide that crucial conduit.

SCL's communication networks have evolved organically since the 1970s. As a result, an incompatible collection
of technologies (e.g., fiber, copper, microwave, leased lines) and related protocols exist today — as well as a
diverse set of related roles and responsibilities serving SCL's engineering, generation, and IT functions. These
current methods are inefficient, unsecure, outdated, expensive to maintain, and in need of a major overhaul.

City Light’s communication networks can no longer be viewed from a siloed perspective. Technology Vision
2020’s enterprise architecture calls for a unified, simplified, secure, and recoverable approach for transmitting
information that is vital to both external and internal customers. Aligned with the business continuity imperatives
outlined above, it must also offer sufficient redundancy for safely and expediently resuming business operations.
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IT-OT Convergence

During the preceding decade, the operational technologies (OT) landscape has witnessed a seismic shift. This
transition surrounds both a conversion from analog to digital solutions, as well an ongoing evolution from
proprietary to more open alternatives. Although microprocessors were “hidden” within related products in the
past, information technology (IT) now touches a wide variety of operational mechanisms, including: governors,
substations, breaker systems, transformer monitoring, and SCADA systems.

From this point forward, SCL must embrace the convergence of IT and OT holistically (e.g., encompassing
technology platforms, software, cyber security, and use of information across all lines of business) — rather than
continuing to seek and employ disparate, business unit-specific solutions. Leading industry analysts, such as
Gartner, point to a wide array of benefits that accrue from effective IT and OT convergence management,
including: optimized business processes, enhanced information for better decisions, fewer outages, reduced
costs, lower risks and shortened project timelines. Kristian Steenstrup, research vice president and Gartner
fellow, expands upon this concept further by noting: "The relationship between the IT and OT groups needs to be
managed better, but more importantly, the nature of the OT systems is changing, so that the underlying
technology — such as platforms, software, security, and communications — is becoming more like IT systems.
This gives a stronger justification for IT groups to contribute to OT software management, creating an IT and OT
alignment that could be in the form of standards, enterprise architecture (EA), support and security models,
software configuration practices, and information and process integration."*

Enterprise architecture lays a viable foundation for addressing this convergence. It serves as a launching pad for
integrated communication and technology into the year 2020 and beyond, turning the page toward City Light's
next chapter of enhanced customer service and value.

# Steenstrup. Kristian. "IT and Operational Technology: Convergence. Alignment and Integration." Special Report on IT and Operational Technology Alignment (2011)
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Mobile/BYOD

Mobile and bring-your-own-device (BYOD) technology offers the power to transform how SCL services are
delivered to customers — providing “anytime, anywhere” access to City Light information and transactions.

In support of SCL's Mobile Workforce initiative, Technology Vision 2020 focuses on supplying both field crews
and knowledge workers the solutions they need to move the business forward — regardless of device —
supported by high-quality communication networks that enable improved collaboration. It also embraces a
professional approach to mobile device management (MDM) that effectively secures, monitors, manages, and
supports mobile devices deployed across the enterprise.

Compliance

In alignment with City Light’s strategic imperatives to ensure reliable power in a manner that complies with
attendant laws and regulations, all technology devices and connections must meet the North American Electric
Reliability Corporation (NERC) / Critical Infrastructure Protection (CIP) standards and compliance rules. This
demand is exacerbated further by the anticipated extensions of NERC CIP which will continue to move the reach
of NERC/CIP for EMS-related, peripheral solutions out into SCL's substations - no longer physically fenced in. As
some substation networking specialists have observed, “NERC mandates are a major disruptive event in the
history of substation networking. There will never be a time like the present to position substation networks to
serve the rapidly evolving needs of the intelligent-and compliant-utility.”

To address these needs, Technology Vision 2020 centers on working in partnership with SCL's Internal
Compliance business unit — and in collaboration with selected business representatives from across the utility —
to develop actionable checklists that identify salient NERC/CIP compliance mandates, map them to SCL's
technology deployment architectures in alignment with best practices, and ensure the effective management of
and adherence to compliance requirements on an ongoing basis.

“GarrettCom Inc. “NERC/CIP Compliance: Headache or Opportunity?” Utility Automation & Engineering T&D (2007)
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Consumer Technology and Energy Technology

The accelerating march toward converged technologies impacts both internal and external SCL customers.
Internally, the three IT-OT silos within Customer Service and Energy Delivery, Power Supply and Environmental
Affairs, and IT clearly need to work toward enhanced cooperation and integration. Externally, convergence will
also affect SCL's consumers. Just as IT is merging with OT, customer technology (CT) — which includes home area
networks (HANs) and smart thermostats, is now also converging with energy technology (ET) — which includes
microgrids (i.e., small-scale versions of the centralized electricity system) and distributed generation. Within this
context, SCL demands a cohesive platform that external customers can “plug into” for both information and
energy.

Emerging Technologies

A viable path toward supporting the utility of the future must not paint SCL into a technological corner. The
cloud, personal-use devices, and vended solutions (e.g., Oracle products) will continue to evolve over the years
ahead. From an operational perspective, emerging technologies such as microgrids, neighborhood energy
storage, home area networks, demand response, and self-healing networks also may offer new, innovative ways
of doing business that City Light may choose to pursue.

Within this context, it is important to avoid hyper-optimizing for today’s technologies, consequently impeding the
deployment of tomorrow’s enhanced offerings. The EA blueprints presented earlier in this chapter provide the
framework necessary for expediently implementing emerging and new technologies well into the year 2020 and
beyond. The conclusion of the following chapter — Strategic Technology Projects — further expands upon this
point.

A3 MW battery ra atthe rosperityste Y N |Ibuqu N photo by Dirk Mahling)

TECHNOLOGY VISION 2020 24





19A E
Omron SPDT

pauer
supply
relay

LM78l12 3 Atl2v
In a

6. STRATEGIC TECHNOLOGY
PROJECTS

Technology Vision Technology Vision 2020 takes the perspective that the majority of
initiatives presented within this chapter are business projects first, several
. of which happen to contain significant technology components. From that
2020’s enterprise view, the following provides brief descriptions for each technology initiative
and an attendant timeline for the projects, aligned with City Light’s defined
strategic objectives and associated 2013-2018/2020 Strategic Plan
initiatives. More specifically, the exhibit on pages 29 and 30, also identifies
the designated business division owner, a projected timeline over the
accommodate a wide planning horizon, and the related capital improvement project (CIP) and
operations & maintenance (O&M) City Light budget identifiers for each
technology intitiative.

architecture can

variety of future

strategic technology

initiatives.
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Project Descriptions

Customer Portal Development
(CSS)

Develop a customer portal to facilitate self-service options for City Light's
customers by providing easy access to online tools, forms, and relevant
information.

Integrated Budget System

Replace existing City Light budget systems and provide automated support for the
City's central budget process, including development of Budget Issue Papers and
submittals for the City's REM budgeting system.

Outage Management System
Upgrade

Upgrade OMS to v1.11, implement Oracle Business Intelligence for Utilities, and
rebuild the OSI Pl Adapter.

Regulatory Compliance Tracking
System

Provide an online system that manages workflows and tracks compliance with
North American Electric Reliability Corporation (NERC) standards and
requirements.

Customer Information System
(CC&B)

Replace the existing Consolidated Customer Service System (CCSS) application
with @ more current and viable technology solution. Provide Customer Information
System (CIS) processing and support for Seattle City Light, Seattle Public Utilities,
the City's Utility Call Center, and other customer service staff.

Denny Substation - Network

Provide network system design and construction, engineering design at the
substation network interface, and underground conversion of the streetlight, traffic
signals, and telecom and fiber-optic systems.

Denny Substation Development

Design and build a 200 MVA substation on Denny Avenue to provide capacity to
meet load growth, operational flexibility to operate the electrical system to serve
new development and existing load and support development of an underground
network.

Enterprise Geographic Information
System (eGIS)

Integrate and modernize City Light's GIS systems to enable fully functional
enterprise level access to geospatial and asset data.

IT Security Upgrades

Update or replace information security systems that are at high risk of failure to
enhance vulnerability and intrusion detection as well as response capabilities and
procedures.

Denny Substation - Transmission
Lines

Design and construction of transmission lines to support the new Denny
Substation and also provides for undergrounding the transmission lines.

Distribution Automation

Automate radial distribution feeders, which includes installation of equipment to
provide remote control of operations of switches on power lines and gather real
time data on conditions in distribution power lines.

Substation Automation

Replace and upgrade substation automation systems, including Remote Terminal
Units (RTU) and annunciators in each of City Light's 14 substations, and upgrade
equipment at two substations annually.

Streetlight Infrastructure
Replacement

Replace 1,603, or 33 percent, of the highest priority streetlights and related
underground infrastructure identified in the Streetlight Six-year Horizon Plan.
Emphasis on standardization of fixtures, construction materials, and construction
methods.

Mobile Workforce Implementation

Provide mobile communication and computing equipment for Seattle City Light
workers to use in the field to improve operational efficiency by permitting more
efficient scheduling of crews and rapid revision of crew schedules during
emergencies, and reducing transit time between job sites.

Advanced Metering
Infrastructure

Replace approximately 400,000 existing meters, residential or commercial, with
Smart Meters allowing two-way communication between Seattle City Light and its
customers. The project deploys a fundamental component of Smart Grid
technology.
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Project Descriptions — continued

Objective 2: Increase workforce performance and safety practices

Case Management Deployment

Implement a data tracking and document management system for Employee
Relations unit.

Document Scanning and Storage

Copy and transfer employee personnel paper-based files to an electronic
environment.

HR Workforce Development -
Utility Training and Development

Implement an automated, web-based Learning Management System to allow for
the creation of individual training and development plans, and support online
performance assessment and management, and succession planning.

SPAF Workflow Mapping and
Process Tracking

Develop an automated Salary Placement Authorization Form (SPAF).

Video Conferencing Facilities

Provide Video Conferencing Facilities (Microsoft Lync) for City Light staff.

InWeb Redesign

Redesign the Seattle City Light INnWeb to provide relevant and more accessible
information to employees and to make the InWeb useful, effective, and faster.

Technical Training Center
Development

Develop a dedicated, state-of-art Technical Training Center that provides
educational needs for classroom instruction and field experience training
opportunities for entry-level as well as seasoned Utility service workers of SCL.

Attract, Retain & Promote
Efficiencies

Fund compensation and incentive programs that are competitive with other
utilities to attract experienced and new electric utility workers.

Safe Work Environment - Safety
Management System

Implement a Safety Management System to help reduce injury frequency and
severity rates to a level that is in the top quartile while ensuring compliance with
all federal, state, and local worker safety regulations.

Objective 3: Enhance organizational performance

AutoCAD Utility Design
Implementation

Deploy the AutoCAD Utility Design tool to improve the efficiency of Network and
Distribution Engineering. This will streamline and standardize many engineering
drawings, calculations, and material selection.

Looped Radial Distribution
System (LRDS)

Replace the obsolete Distribution Automated Mapping System hardware and
software with modern, configurable, vendor supported Consumer Off-The-Shelf
(COTS) software and a server to host the software to provide stability, availability,
and reliability, lacking in the current software and hardware.

Transformer and Network Load
Management (TLM/NLM)

Replace and upgrade the Transformer and Network Load Management systems
and Load Flow software to reduce the possibility of costly unplanned outages due
to the inability to perform effective design, reduce the possible duration of those
outages, and provides the load data required to perform necessary system
analysis and planning.

City of Seattle/ Department of IT
Data Center Migration

Replacement of current data centers for city department usage.

Network Geographic Information
System (NetGIS)

Develop a Graphical Information System to better manage our Network distribution
system.

Passport Inventory Replacement

Implement a modern Supply Chain Management System software package to
replace current system that manages inventory, logs receipts, issues materials,
carries unit cost for valuation, tracks quantities and availability, and forecasts
usage of supplies.

Summit FinMap Upgrade

27

Provide City Light participation in the evaluation, selection, implementation and
training within City Light as the City of Seattle upgrades from the current version of
PeopleSoft.
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Objective 3: Enhance organizational performance — continued

Energy Management System Replace the existing Energy Management System (EMS), which includes (but is not
Replacement limited to) replacing portions of the EMS map board and all of the front-end
processors, implementing a hot EMS off-site hackup (Backup Control System) with
live cutover testing and hot cutover without loss of historic data, and supporting
design criteria of a no single point of failure and quality assurance testing on a
dedicated quality assurance system.

Enterprise Content Management Plan, build, deploy, and provide ongoing management of an enterprise document

System (includes Electronic management and workflow system that effectively and efficiently captures,
Document Management) secures, shares, and distributes digital and paper based documents and reports.
Enterprise Performance Implement a business intelligence system for City Light by providing software tools
Management (Bl) and consultant support to identify and track performance metrics for each of the

Departments programs, aligning organizational strategy to goal setting, planning
and performance monitoring, and providing a single comprehensive system for
measuring the Utility's financial and corporate health.

Establish Internal Audit/ Establish an internal review group to perform audits and reviews to support

Management Review Group productivity improvements, achieve cost savings, and reduce or eliminate fraud
and abuse.

IT Business Continuity Establish a formal disaster recovery program for City Light by placing a recovery

(formerly IT Disaster Recovery) version of IT assets in geographically diverse locations.

Project Management Quality Build a consistent enterprise project management capability to ensure proper

Improvement project development, oversight, management, and accountability.

IT Infrastructure Replacement and improvement of the Utility's information technology
infrastructure.

Objective 4: Continue conservation and environmental leadership

Conservation Resources Implement an Integrated Tracking System that will track improvements at SCL
Integrated Tracking System facilities to reduce energy consumption to include generation sites, service
centers, and substations.

Beyond 2020: Future Strategic Technology Initiatives

The EA blueprints and related projects outlined above lay the groundwork for future technology initiatives just
over the horizon. Through effective governance and inter-disciplinary stakeholder input, SCLs business leaders
must direct, prioritize, and decide whether or not to pursue emerging and new technologies that add customer
value, increase operational efficiency and cost-effectiveness, and ensure energy reliability well beyond the year
2020.

Although not funded or authorized at this time, Technology Vision 2020’s enterprise architecture can
accommodate a wide variety of ideas for future strategic technology initiatives along these lines, such as:
microgrids, cyber security and business continuity projects, enterprise trading and risk management (ETRM)
automation, a new distribution management system, home area networks, automation of reports and
consolidation orders, demand response, virtual workforce, and knowledge management projects. Predicated on
the outcome of a thorough business case analysis, other technology initiatives may also include new automated
solutions for human resources and financial management as well, aligned with an integrated Oracle-based
strategy. As City Light continues to update its Strategic Plan via an ongoing refinement cycle, Technology Vision
2020 will address emerging needs with a parallel evergreening process that actively partners with the business
units.

TECHNOLOGY VISION 2020 28





Figure 7. Strategic Investments Summary

Strategic Initiatives

Division Owner

Technology Initiatives

|Objective 1: Improve customer experience and rate predictability

Customer-Focused website/services (CRS)
Budget/ rate alignment (CR1)

Performance of Customer Care Center (CR7)
Reliability & cybersecurity standards compliance (A4)
Customer-Focused website/services (CR5)
North downtown substation (A6)

North downtown substation (A6)

Enterprise GIS (AS)

Implement IT security upgrades (A3)

North downtown substation (A6)

North downtown substation (A6)

North downtown substation (A6)

Streetlight planning, design, construction (A9)
Mobile work Implementation (A10)

Advanced metering infrastructure - AMI ( A13)

Customer Care
Finance
Customer Care
Internal Comp
Customer Care
Energy Delivery
Energy Delivery
Asset Mgmt
IT Services
Energy Delivery
Energy Delivery
Energy Delivery
Energy Delivery
Customer Care

Customer Care

Customer Portal Development
Integrated Budget System
Outage Management System (
Regulatory Compliance Trackil
Customer Information System
Denny Substation - Network
Denny Substation Developmer
Enterprise Geographic Informz
IT Security Uparades *

Denny Substation Transmissio
Distribution Automation
Substation Automation
Streetlight Infrastructure Repla
Mobile Workfaorce Implementar

Advanced Metering Infrastructs

|Objective 2: Increase workforce performance and safety practices

Attract, Retain & Promote Efficiencies (W2A)

Attract, Retain & Promote Efficiencies (W2A)

Workforce development - Utility Training & Devmt (W2B)
Attract, Retain & Promote Efficiencies (W2A)

Attract, Retain & Promote Efficiencies (W2A)

Attract, Retain & Promote Efficiencies (W2A)

Technical training center (W2)

Atftract, Retain & Promote Efficiencies (W2A)

Safety culture promotion/practices (W1)

Employee Relations
Employee Services
Talent Acquisition
Employee Services
Talent Acquisition
Employee Services
Talent Acquisition
Employee Services

Safety, Health, Wellness

Case Management Deploymer
Document Scanning & Storage
HR Workforce Development - |
SPAF Workflow Mapping and

Video Conferencing Facilities’
InWeb Redesign'

Technical Training Center Dev
Attract, Retain and Promote Ef

Safe Work Environment - Safe

|Objective 3: Enhance organizational performance

Efficiencies (M9)

Efficiencies (M9)

Efficiencies (M9)

IT roadmap (M3)

Efficiencies (M9)

IT roadmap (M3)

IT roadmap (M3)

IT roadmap (M3)

IT roadmap (M3)

Performance-based reporting (M4)

Establish Internal Audit/Management Review Group (M5)
IT roadmap (M3)

Project management quality improvement (M6)

IT roadmap (M3)

Energy Delivery
Energy Delivery
Asset Mgmt
CoS/DolT
Asset Mgmt
Accounting
IT Services
System Ops
IT Services
Corp Perf
Internal Audit
IT Services
Asset Mgmt

IT Services

AutoCAD Utility Design Impler
Looped Radial Distribution Sys
Transformer and Network Loac
City of Seattle / Department o
Network Geographic Informatie
Passport Inventory Replaceme
Summit FinMap Upgrade

Energy Management System F
Enterprise Content Manageme
Enterprise Performance Mana
Establish Internal Audit/Manag
IT Business Continuity (formerl
Project Management Quality Ir

IT Infrastructure

|Objective 4: Continue conservation and environmental leadership

Conservation enhancement program (A18)

Conservation

Conservation Resources Integ|

LAlthough not officially a Strategic Initiative Technology project, this effort supports the Strategic Initiative
This is a City of Seattle project led by DoIT

Strategic Initiative aligns with both Objective 1 and Objective 3

Strategic Initiative aligns with both Objective 1 and Objective 4
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7. TECHNOLOGY SUPPORT

Technology Vision 2020 centers on delivering courteous, prompt,
cost-effective service that supports SCL's business needs. This chapter
offers a brief overview of the primary ways in which SCL's internal
customers receive their technology support. More specifically, this
includes:

* Technical assistance in conducting daily work

* Management and implementation of large technology projects

Client Services

The newly formed Client Services group combines desktop support, the
service desk, Microsoft Exchange and SharePoint help, and voice/data
support for a unified approach to customer-facing services. It provides a
single, professionally managed access point into City Light's technical
support organization to addresses all non-project oriented customer needs.

Client Services employs a three-tiered approach to support:

* Tier 1: Provides initial, first-line support for resolving customer
concerns over the phone. Aligned with best practices, Technology
Vision 2020 aims to resolve 70%-80% of customer inquiries before
finding it necessary to escalate the concern to the next tier.

¢ Tier 2: Provides more extensive, in-depth analysis and support. This
may include research, diagnostic testing, and the use of remote
management tools to troubleshoot and resolve problems.

* Tier 3: Provides the highest level of support for addressing complex
technical issues. This may include support to resolve concerns
surrounding solution design or configuration flaws.
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Project Management

In the past, customers initiated technology projects simply by
properly completing SCL's related request forms. Technology Vision
2020 promotes a significant enhancement to that service
orientation by assisting customers in a much more consultative
fashion, employing a “5D” project management office (PMO)
process outlined and illustrated as follows:

o Discover: Every director at SCL has a designated technology liaison to help assess business needs
and explore technologies (both current and emerging) to best address them

e Define: Working in partnership the liaison, a project’s scope, goals, and technology requirements
are clearly delineated — before it enters the PMO

. Design: Once well defined, the PMO helps develop the requisite project plan, budget, and
architectures necessary to support and optimize business processes

. Develop: During this phase, the solution is built, configured, and tested

. Deploy: The solution is rolled out, incorporating change management practices that foster
stakeholder adoption and yield the intended value of the investment

Figure 8. 5D PMO Process
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The enterprise architecture defined in this document must be infused with a clear understanding of
business needs and frequent customer communication. While the business liaison concept is not new to
City Light, Technology Vision 2020 recreates and places a renewed focus on the role of the liaison - as
well as the need for technology personnel to work in interdisciplinary teams with appropriate business
subject matter experts.

As the diagram on the preceding page suggests, the ITSD liaison will do everything in her power to support
the business customer through the Discover and Define stages. This includes: providing analysis and
assistance in developing a concise project proposal; facilitating the PMO intake process; and ensuring
alignment with City Light's enterprise architecture (EA) blueprints to foster a successful review by the EA
Council. Working in partnership the customer, this approach promotes a clearly articulated project for the
PMO’s subsequent Design, Develop, and Deploy phases.

It is also worth noting that ITSD’s PMO runs over 100 projects that involve some aspect of technology at
any given time. City Light has to effectively manage the attendant resources necessary to deliver these
projects on-time and within budget. Similar to a consulting company, it must find the right resources, at
the right time, at the right cost to fit within a defined and balanced enterprise architecture.

All of these projects need to demonstrate visible progress to build confidence in SCL's ability to deliver.
Accordingly, City Light's approach to project management must focus on small, incremental deliverables.
Related communication also must be straightforward and clear. Overall, drawing upon an acronym
familiar to many, SCL's project management approach must be SMART: specific, measurable, attainable,
relevant, and time-bound.

Finally, although most customers experience technology as a either a project or a problem, it is also
important to acknowledge the efforts of SCL's technology infrastructure personnel. Like the utility itself,
these are the people who “keep the lights on” behind the scenes on the daily basis - supporting the
servers, networks, databases, middleware, and related back-end technologies that facilitate the efficient
flow of information and communications.
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8. TECHNOLOGY GOVERNANCE
AND POLICIES

Technology governance provides the requisite framework for managing,
evaluating, directing and monitoring the use of SCL's information,
computing, controls, and communications technologies. As the preceding
chapters illustrated, City Light can no longer afford to manage its “islands
of information” in a best-of-breed, business-unit specific fashion. SCL must
recognize the enterprise-wide nature of these technologies to function
efficiently and cost-effectively in service to its customers.

Since technology is so ubiquitous throughout the utility, Technology Vision
2020 constructively challenges City Light to rethink governance in a
manner that brings all the pieces of its technology puzzle together.
Accordingly, several key governance bodies must work in partnership
toward this end, including:

* Technology Strategy Council®: provides long term, strategic
guidance for the use of information, computation, controls, and
communication technology in all its forms to support SCL's business
imperatives — employing a programmatic approach that cuts across
organizational boundaries and focuses on obtaining the greatest
value from technology-related investments

* Enterprise Architecture Council: takes direction from the
Technology Strategy Council and then translates those directives as
necessary — providing architectural guidelines and related EA
blueprints that serve as the foundation for work performed by the
project steering committees

* Project Steering Committees: makes the directives from these
governance councils actionable for the utility’s major systems (e.g.,
WAMS, OMS, GIS, Customer Care, Web, Finance, HR) — selecting and
building systems in accordance with the EA blueprints, guiding
principles and related standards

© Representation includes the Chief Financial Officer (CFQ), the Customer Service and Energy Delivery Officer, the Power Supply and Environmental
Affairs Officer, the Human Resources Officer, the Internal Compliance Officer, and the Chief Information Officer (CIO). The Council will be led by the
CIO. Adjunct members or guests will be invited on an “as needed” basis. Meetings will be held quarterly.
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Given the convergence of technologies previously described,
industry observers (e.g., Gartner) see successful,
forward-thinking utilities increasingly recognize a necessity for
technology officers’ authority to merge and follow. Progressive
utilities, such as SCE, SDGE, or ECOVA on the 10U side — or
Austin Energy, JEA, SMUD, and Clark on the Large Public
Power Council side, have chosen to include a technology
officer on the executive team, recognizing the growing
importance of planning for and coordinating the next
generation of operational technologies alongside traditional
information management systems. Regionally in the Puget
Sound area, the same trend takes hold with the recent
appointment of a CTO at TPU in addition to the ClIO/Assistant
GM at SnoPUD and the CIO at PSE.

il
i

Rather than maintaining an exclusive focus on leading the
backroom information services of yesterday, emerging best
practices encourage a new way of thinking about the CIO or
CTO role, resulting in a technology officer for the whole
organization. Those utilities include technology thinking at the
highest level to help optimize business processes, enhance
information access, and improve communications among all the related technologies across the
enterprise — whether delivered, supported, or managed by the IT organization or elsewhere.

Good governance also needs to be attentive to effectively communicating and managing the change
associated with this document’s call to action. Accordingly, Technology Vision 2020 will be supported

by a structured communications/change management plan that embraces a continuous conversation
with customers across the utility.
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9. CRITICAL SUCCESS FACTORS

Technology Vision 2020 calls for significant investments in software
systems and technology infrastructure. The reason for this is clear:
technology has moved out of the back seat and now drives service quality,
operational efficiency, and innovation throughout the organization. It also
requires a new way of thinking about technology itself. Like transmission
and distribution equipment, technology is a critical City Light asset. Similar
to financial management and human resource functions, technology also
must serve and support the entire organization. From this perspective, and
aligned with the course chartered in City Light's 2013-2018 Strategic Plan,
SCL must plan for, maintain, regularly upgrade, and replace software
systems and technology infrastructure with a strategic, enterprise-wide
perspective.

Clearly, this Technology Vision 2020 demands much more than a one-time
financial investment for a defined list of projects. To realize the vision, and
effectively address lessons learned from prior technology planning
initiatives, City Light must also consider these critical success factors:
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* Sustained link to business priorities. The primary purpose of enterprise architecture is to ensure
business-technology alignment. Technology Vision 2020 must be regularly updated to maintain
traceability from SCL's strategic priorities and business objectives to the EA blueprints and
supporting investments in applications and platforms.

» Effective technology governance and communication. An enhanced governance model must
foster and facilitate the leadership, stakeholder engagement, and information sharing necessary for
ensuring that SCL's technology investments support City Light's business imperatives. Embracing a
common enterprise technology vision, an expanded governance role for the CIO that cuts across
operational boundaries, and a proactive approach to change management will be fundamental to
Technology Vision 2020’s success.

¢ A programmatic approach to technology planning and project management. Achieving a
common enterprise architecture and improved access to integrated information requires
interdisciplinary effort and coordinated technology planning across all of SCL's business areas,
guided by structured project management methodologies.

* Performance management. Well-communicated performance management updates will be
required to measure and demonstrate progress made toward the target enterprise architecture.

» Cultural change. A cultural shift will be needed throughout the organization to work beyond
historical siloes and infuse an enterprise perspective into every level of technology planning,
procurement, deployment and support at City Light.
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10. GLOSSARY

ENTERPRISE ARCHITECTURE BLUEPRINTS:
INFORMATION LAYER DEFINITIONS

CUSTOMER - A person or organization that receives services from Seattle City Light.
Customer data: identifying information, accounts, agreements, services, premises, contact channels, billing
address, energy usage, billing history, service requests

EMPLOYEE - A person employed by Seattle City Light.
Employee data: identifying information, work history, training history, skills, degrees, certifications, job
classification, roles, responsibilities, organizational unit, reporting structure

FINANCIAL - Records of money and assets managed by Seattle City Light.
Financial data: budgets, capital funds, financial transactions, market data, rates, financial forecasts, bonds,
inventory, contracts

COMPLIANCE - Records of operating procedures and resources that are subject to conformance with regulatory
standards.
Compliance data: laws, regulations, standards, critical assets, critical cyber assets

SECURITY - Records of identity, authentication, and authorization used to secure access to Seattle City Light
digital assets.

SECURITY DATA - personally identifiable information, credentials, privileges, access rights, roles, application
servers, database instances.

ASSET - Records of equipment and other items of value to Seattle City Light.
Asset data: equipment, facilities, maintenance records, specifications, cost, age, manufacturer

WORK - Records of activities and processes for Seattle City Light.
Work data: schedules, activities, processes, projects, initiatives

LOCATION - A place, position, or coordinate that describes where a thing is.
Location data: maps, coordinate, address, place name, distance, area

ENGINEERING - Records of the technical description, design, and functions of systems at Seattle City Light.
Engineering data: standards, specifications, drawings, diagrams, test results, inspections

METER - Records of the measurement of energy usage.
Meter data: metered usage (kWh), peak demand, voltage, scalar read, interval read

SCADA Dist/Tx/Gen - Measurements and control signals on distribution, transmission, and generation events
and operational parameters.
SCADA data: tags, points, digital status, analog values, time

ENVIRONMENT - Records of natural resources and events.
Environment data: weather, land, water, air, climate, habitat, animal, chemical, pollution, emissions, temperature

ENERGY TRADES - Records of financial transactions and schedules in Seattle City Lights power markets.
Energy trades data: price, position, value, forecast, load, generation, trades
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ENTERPRISE ARCHITECTURE BLUEPRINTS:
SOLUTION LAYER DEFINITIONS

ACES ACES - trade settlement system

AGC Automated Generator Control

ArcGIS ArcGIS desktop geographic information system

AUD AutoCAD Utility Design - electrical engineering design tool extension to AutoCAD

AutoCAD Computer aided drawing

BI Business Intelligence

Cascade Utility asset management and testing

CATS Conservation Acquisition Tracking System

CCB Customer Care & Billing

CCSS Consolidated Customer Service System (legacy)

CITS Commercial/Industrial Tracking System

CRITS Conservation Resources Integrated Tracking System

DAMS Distribution Automated Mapping System

DMS Distribution Management System

DTS Dispatcher Training Simulator

ECM Enterprise Content Management

eGIS Enterprise geographic information system

EMS Energy Management System

Enoserve Enoserve - field device testing and reporting

Etap Electrical engineering analysis package

FieldApps Field Applications - collection of applications including Xfmr, FEDS, and FMS (legacy)

FLISR Fault location isolation and service restoration

Forecasts Forecasts - energy trading forecasts

HES AMI Head End System

Historian Historian database for real time events

HMI Human Machine Interface

LRDS Looped Radial Distribution System - geographic information system replacing DAMS

M&C Monitoring and Control

McKinstry Facilities service order tracking

MDM Meter Data Management

MWFM Mobile Workforce Management

NetGIS Network distribution geographic information system

NLM/TLM Network Load Management/Transformer Load Management - electrical engineering load analysis
programs

ODM Operational Device Management

OMS Outage Management System

RCOS RCOS - semi-autonomous plant control system

RevAmps Work order management (legacy)

RTU Remote Terminal Unit

SGG Smart Grid Gateway

SOARS Service Order Analysis Retrieval System (legacy)

Spectrum Spectrum - Siemens Energy Management System

SS0S SCL Slice Optimizer Solution

Station Controller Substation server system

TRM Trading and Risk Managment

uGRCM Governance, Risk, and Compliance Management

VPP Virtual Power Plant

WAMS Work and Asset Management System

Web Public facing web customer interface (legacy)

Yammer Enterprise social network
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Business Use Cases.pdf
Tool Room Use Cases - Functional Requirements

Functional Areas System Functions Use Case
Reference
System Administration Support system administration functions: A01
and Configuration account setup, update and deletion.
Support system configuration of parameters.
All
Support Employee information lookup.
Purchasing Support creation of purchase order. AO02
Support recording of average unit price.
Support lookup of vendor list imported from Al1l
City of Seattle certified vendors.
Support lookup of Tool/Equipment Catalog ID. A03
Cataloging Support creation of new catalog for new AO3
tool/equipment.
Support tool type distinction, tool category,
unigue tool/equipment number for tracking
purpose, maximum and minimum stocking
levels, stocking specific unit of measures.
Support recording of unique characteristic of
tool item linking to manufacturer model and
part number information.
Support import of City of Seattle Summit Al1l
system defined Catalog table structure.
Receiving Supports quantity on hand adjustment. A04

Support Quality Control and Return items
records keeping.

Support back order tracking.

Support assignment of unique traceable
identifier for special tool/equipment.
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Tool Room Use Cases - Functional Requirements

Functional Areas

System Functions

Use Case
Reference

Inventory and Cycle
Counting

Support tool/equipment inventory counting
within tool room.

Support tool/equipment inventory counting
that is out in the truck or other job sites.

AO5

Check In

Support Seattle City Light Employee
Identification lookup.

Support multi-locations tool/equipment check
in.

Support quantity on hand adjustment.

Support recording of crew, crew chief, truck or
specific job site.

AO6

Check Out

Support employee ID validation.
Support Tool Status lookup.
Support quantity on hand adjustment.

Support recording of crew, crew chief, truck or
specific job site.

(NOTE: Location should be an optional field and
Tool Room Staff will be enter data when it is desired
to have location)

A07

Repair

Support tool/equipment shipment to outside
vendors:

e Tag number

e Vendor record

e transaction history

e Expected Return Date
e cost

Support quantity on hand adjustment.

A08
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Tool Room Use Cases - Functional Requirements

Functional Areas

System Functions

Use Case
Reference

Calibration

Support tool/equipment shipment to outside
vendors:

e Tag number

e Vendor record

e transaction history

e Expected Return Date
e cost

Support quantity on hand adjustment.

A09

Scrap/Salvage

Support audit trail of deposal and recycle
tool/equipment records. This is an internal
operation within Seattle City Light.

Support quantity on hand adjustment.

Al0

Tool Reassignment /
Adjustment

Support tool/equipment re-assignment to
individual personnel.

All

Tool Status

Support ad hoc query for any tool/equipment
item:

e Tracking of specific information on
tool/equipment at all locations and
current status in North and South
Service Center tool room locations.

e Tool/equipment lookup by:

0 Specific location

0 Crew/Crew Chief/Truck/Org

0 Personnel who checked tool
out/in

O Test/Calibration vendors

Al2
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Functional Areas System Functions Use Case
Reference
System Notifications/ Support system alerts display on screen and Al13

Alerts/
Reminder

email notifications for tools/equipment item
that is low in quantity-on- hand, pass on tool
item return due date/shipment, missing
inventory items and warranty expiration.

Support standard inventory reports.

Support data interchange functionality to
external systems.

Page 4 of 18






Tool Room Use Cases - Functional Requirements

Use Case Details

Use Case A01 System Administration and Maintenance

Overview System Administrator will need to administer and manage user
account, profile, password and system access privileges.

System alert/notification and recipients needs to be setup to meet
notification criteria.

Actors Tool Room Manager, Energy Support Services Manager
IT system support

Initiation of user accounts
Initiating Events Update or Removal user accounts
Assign or revise user privilege

System Configuration

Main Flow of Events Create new user account
Assign user role
Assign user password

Alternate Flow of Events Assign temporary user account.

Pre-Conditions Validate new user Employee status
Confirm user responsibility
Collect user profile information

Post-Conditions Confirm user’s system access
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Use Case A02 Purchasing Tool and Equipment

Overview Tool Room staff need to purchase tools/equipment from
authorized vendors

Actors Tool Room Staff, Manager, Energy Support Services Manager

Initiating Events

Tool Inventory notification from system
Special request for tool or equipment purchase

Main Flow of Events

Enter purchasing information to system:

Vendor code* or Direct Voucher code
Tool Category**, quantity
Tool / Equipment specifications

Alternate Flow of Events

When tool category code is not already in the system,
create new tool category record ( UC AO3)
Then return to Purchasing screen.

Pre-Conditions

Tool stock is down and system prompts staff to restock
tool/equipment.

Request from crews or other staff for tools for non-stock items.

Post-Conditions

Place purchase order.

* Vendor code — Refer to City of Seattle Purchasing authorized vendor list

** Tool Category
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Use Case A03 Cataloging Tool / Equipment

Overview Any unique tool and equipment category will need to record in the
inventory system. A new record will be created to capture any
new tool/equipment not already recorded or identified in the
system.

Actors Tool Room Staff w/permission from higher authority (manager)

Initiating Events

A new purchase item is not in the inventory system.

Main Flow of Events

Staff will search system for similar tool/equipment. If the item is
not found in the system, a new entry will be created to reflect this
new item.

Alternate Flow of Events

A similar tool/equipment category is found and can be used for
record keeping.

Pre-Conditions

New tool/equipment category needs to be created.

Post-Conditions

Verify new tool/equipment is probably entered in the system.
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Use Case A04 Receiving Tool and Equipment

Overview Tool Room staff will verify tool/Equipment items received and
verified with purchase order. All received items will be entered in
the system.

Actors Tool Room Staff

Initiating Events Tool and Equipment orders were placed.

Ordered items were delivered

Main Flow of Events Verify received items with Purchase order.

Inspect received items and quantity.

Assign UTC# Uniquely Tracked Commodity number for specialized
tool *

Enter received items to system.

Submit invoice for approval.

Alternate Flow of Events Return items if not met specifications
Enter Back order items needs

Pre-Conditions Place purchase order of Tool/Equipment
Shipment from Tool/Equipment repair and/or calibration
Vendor Inquiry

Post-Conditions Stock Items
Identify special tool/equipment

e Specialized tool tracing Identifier - UTC# & E#
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Use Case Name A05

Tool and Equipment
Inventory / Cycle Counting

Overview Scheduled inventory perform for tool/equipment in the tool rooms,
on individual truck, in substations, vaults, and other off-site
locations on a regular basis.

Actors Tool Room Staff

Individual Truck crews/crew chief from line, Network, Substations,
etc.

Initiating Events

Inventory reminder (on demand, quarterly, 6 months, 1 year, ...)

Main Flow of Events

Tool Room Staff are responsible to conduct tool inventory in tool
room and trucks.

Crews/crew chiefs conducts tool stocked in their locations.

Alternate Flow of Events

Deferred due to emergency situations.

Pre-Conditions

Tool room Inventory schedule established.
Location inventory schedule established.

Post-Conditions

Update Tool Room Inventory.

Identify and Report Lost/stolen tools
Report discrepancy to Finance / Auditors.
Other business process to be determined.
Loss Tool Reporting.
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Use Case A06 Tool and Equipment
Check In
Overview When tool is checked in to Tool Room, tool room staff records the

return tool back to the system.

Actors Crew member and Tool Room Staff

Initiating Events Tool /equipment is no longer needed for the job and returned to
Tool Room.

Main Flow of Events Crew returns tool/equipment to Tool Room.

Tool Room staff enters tool return transaction in the system.

Alternate Flow of Events Manual tool return process.

Pre-Conditions System should record tool/equipment was previously checked out.

Post-Conditions System updates tool status and conducts quantity on hands
accounting.

Return to assigned tool area.
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Use Case A07 Tool and Equipment
Check Out

Overview When tool need to be checked out to crew, tool room staff records
the tool check out status to the system.

Actors Tool Room Staff

Crew/Crew Chief

Initiating Events

Tool/equipment requested by crew or other SCL personnel
Tool/equipment is available for check out.

Main Flow of Events

SCL personnel requests tool/equipment.

Employee ID will be entered to the system for validation.

Tool Room staff confirms stock on hand and assigned to requestor.
Tool Room staff records essential check out information*
Tool/equipment is loaned out to requestor.

Alternate Flow of Events

Use Manual Process when system is not available.

No tool should be loaned out if employee validation fails.
(Note: This applies when someone is authorized to check out tools.)

Pre-Conditions

Tool/equipment is in stock and registered in the system.

Post-Conditions

System records tool/equipment check out data.

* Required Tool Check Out information — employee/org unit/crew chief/truck/location
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Use Case A08 Tool and Equipment Repair
Overview Tool/equipment is damaged and repairable.
Actors Tool Room staff

Initiating Events

Tool /equipment damaged in the field.
Tool/equipment condition is warranted for repair.

Main Flow of Events

Enter tool/equipment repair information to the system.
Tag tool and prepare for shipment.

Alternate Flow of Events

Discard or repair by Tool Room staff.

Pre-Conditions

Tool/equipment must be already registered in the system.

Post-Conditions

Prepare purchase order for repair.
Send tool to repair vendor.
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Use Case A09 Tool and Equipment Calibration
Overview Tool/equipment is due for safety testing and calibration.
Actors Tool Room staff

Initiating Events

System sent Tool /equipment calibration reminders.
Tool/equipment calibration report/list is available for staff.

System flagged tool/equipment for calibration.

Main Flow of Events

Enter tool/equipment calibration information to the system.
Tag tool and prepare for shipment.

Alternate Flow of Events

Pre-Conditions

Tool/equipment must already register in the system.

Post-Conditions

Prepare purchase order for repair.
Send tool/equipment to test/calibration vendor.
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Use Case Name A10

Tool and Equipment Scrap and Salvage

Overview

Tool/equipment no longer functional

Actors

Tool Room Staff

Initiating Events

Tool/equipment is broken or no longer functional

Main Flow of Events

Select tool/equipment that is no longer functional
Enter salvage information to system.

Alternate Flow of Events

TBD

Pre-Conditions

Tool/equipment no longer functional

Post-Conditions

System updates tool/equipment status

Enter salvage status.

Remove material from inventory (physically and in system)
Notify Finance for asset value removal
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Use Case All External Systems Interface / Validation
Overview
When tool is being checked out (UC A02), Tool Room staff must able
to confirm requestor’s employee status. When tool or equipment is
received (UC A03), Tool Room staff will enter Purchase Order and
vendor information. The Purchase Order will need to identify with
SUMMIT accounting codes for payment.
The system performs data validation on:
e Employee ID
e Vendor Account/B Contract ID from City Purchasing
e Financial System Accounting Code
Actors Tool Room System

Personnel /HR system (EMIS)
Financial system (SUMMIT)

Initiating Events

Tool Room operations
e Tool and Equipment Purchasing (UC A02)
e Tool and Equipment Receiving (UC A03)
e Tool and Equipment Check Out (UC A06)
e Employee/Tool status lookup (UC A13)

Main Flow of Events

The vendor ID, B Contract and direct voucher codes issued by
SUMMIT is captured to tool purchase record (UC A04).

The SUMMIT City Accounting Coding accounts are used to identify
for all City purchases and authorization for payment (UC A04).

EMIS Employee ID is used to identify Tool and Employee check out
history.
(UC A12)

Alternate Flow of Events

Pre-Conditions

The employee ID and accounting coding scheme are pre-populated
to Tool Room System or real time web services call to the SUMMIT
system.

Periodically update or interface process to maintain data currency.

Post-Conditions

Confirm system recorded information.
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Use Case Name Al12

Tool/Equipment Status

Overview Tool Room Staff, Crews and Management needs to locate a specific
tool/equipment.
Actors Tool Room Staff

Crew/Crew Chief (Read only access)
Operation Management (Read Only access)

Initiating Events

Tool/Equipment status request

Main Flow of Events

Search for Tool/equipment in system
Unable to locate tool/equipment

Alternate Flow of Events

File missing report

Pre-Conditions

Tool/equipment must be registered in system

Post-Conditions

Locate tool/equipment
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Use Case Name Al13

System Notifications/Alerts/Reminder

Overview Specific Reminders/notifications /Alerts will be sent out to Tool
Room Subscribers for various tool/equipment status.
Actors Tool Room System

Email system (Microsoft Outlook)

Initiating Events

Tool Room System reporting functions:
e Low inventory notices
e Safety Test/Calibration date reminders
e General Inventory report
e Time limit Returns
e Tool overdue for return

Main Flow of Events

System performs daily tool/equipment checks based on pre-defined
criteria. If alert condition is met, system will send out email to
subscribers for tool/equipment notices.

Alternate Flow of Events

Manual lookup

Pre-Conditions

Tool/Equipment alert must be setup for specific tool/equipment.

Post-Conditions

Add entry to system transaction log.
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Summit Accounting Coding Sample

Below is a sample of required accounting coding for Purchase order. The Tool Room usually assigned
about 6 different types of purchases and charges back to appropriate accounting code, work order and
organization. The entry in blue and italics is the actual coding used in SUMMIT system.

Account Payable Coding for Safety/Small Tools/Equipment items

P/O# (Reference to PO# )

Summit Acct # 730240

6 digits numeric accounting number

Org Unit # 393

3 digits numeric organization unit number

Activity # 15552-62 or Xxxxxxx-xx

7 digit numeric Work Order Number (nnnnn-nn)
9 digit numeric WAMS number (nnnnnnn-nn)

Approved By Tool Room Manager, Energy Deliver Support Services
Manager signature

Date Approved System Generated Date field
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Seattle-business-license-application.pdf
Gl\' FOR OFFICE USE ONLY
“19 CITY OF SEATTLE CUSTOMER Nurner

License & Tax Administration

700 5th Avenue, Suite 4250 OBL NR B
P.O.Box 34214 OBL NR AMT

Seattle, Washington 98124-4214
(206) 684-8484  fax (206) 684-5170
www.seattle.gov/fas/ email address tax@seattle.gov

APPLICATION FOR BUSINESS LICENSE  Annual Fee $110.00

The license is for the calendar year, January through December. For a business that opens July 1 or thereafter, the half-year fee is $55.00*
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 $55.00 ($27.50 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.

OBL NR AMT

State of Washington UBI # FEIN

UBI (9 numbers) Business ID (3 numbers) Location ID (4 numbers)
State of Washington Contractor # NAICS Code _  (office use only)
Email Contact Website Address

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

Have you previously had a Seattle Business License? 0 vyes LINo

TYPE OF BUSINESS (Check ONE) [ Sole Proprietor  [] Corporation L] Partnership L] LLC [ other

Is the business a non-profit organization? [ Yes [JNo (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:

Address City State Zip
IS THIS LOCATION BEING ADDED AS A BRANCH ONLY TO AN EXISTING LICENSE? Yes [1 No [J

Mailing address for LICENSE & RENEWAL:
[JSAME AS ABOVE Address City State Zip

Mailing address for TAX FORMS:
[ JSAME AS ABOVE Address City State Zip

BUSINESS PHONE: - CELLULAR PHONE - FAX -

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?
L] Yes [ No
[Jyes [JNo

PLEASE COMPLETE THE BACK SIDE OF THE APPLICATION - ALL INFORMATION AND A SIGNATURE IS REQUIRED TO PROCESS

Form #00 1: - BL Application - revision 12/2014



http://www.seattle.gov/fas/

mailto:tax@seattle.gov



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 L] Printing & Publishing (] Tour Operator L] Wholesale [ Retail [ Service [ Transportation [ Other

U] 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? LJYES [INO
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 requlatory 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:
0 QUARTERLY - Estimated ANNUAL taxable revenue is expected to be $150,000 or more.

0 ANNUAL - Estimated ANNUAL taxable revenue is expected to be less than $150,000.
A Business granted ANNUAL reporting status by License & Tax Administration 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.

IF YOU PURCHASED THIS BUSINESS, DID YOU TAKE OVER [J THE ENTIRE BUSINESS [J 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, | , 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
FEES DUE - MAKE CHECK PAYABLE TO CITY OF SEATTLE FOR OFFICE USE ONLY
Business License Fee if OPEN date is January 1 - June 30 $ 110.00 | Processed by
* |f $20,000 or less in worldwide annual gross income $ 55.00
Business License Fee if OPEN date is July 1 or later in year $ 55.00 | TaxForms Mailed
* |f $20,000 or less in worldwide annual gross income $ 2750
Enforcement
Additional Seattle Locations X$1000 = $
*If actual income goes over 20,000, additional license fee(s) will be due License # Issued
TOTALDUE ..o $






		CITY OF SEATTLE

		License & Tax Administration

		700 5th Avenue, Suite 4250

		P.O. Box 34214

		Seattle, Washington 98124-4214

		The license is for the calendar year, January through December.  For a business that opens July 1 or thereafter, the half-year fee is $55.00* The Seattle business license expires December 31.

		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.

		LEGAL NAME OF BUSINESS ENTITY

		PHYSICAL BUSINESS LOCATION:

		PLEASE COMPLETE THE BACK SIDE OF THE APPLICATION - ALL INFORMATION AND A SIGNATURE IS REQUIRED TO PROCESS

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





		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.
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Project Managment Framework.pdf
@) Seattle City Light

Project Management Framework

Consistent processes, tools, and templates,
helping City Light Project Managers successfully deliver projects.

Quick Links: Tools and Templates

Introduction - Welcome to the Framework 1
Process Group 1 - Initiation 7
Project Charter 11
Project Charter — Review Checklist 11
Roles and Responsibilities Table 16
Project Team Kick-off Agenda 16
Process Group 2 - Planning 17
WBS Templates (See Figure 8 for Instructions) 18
WBS Checklist 18
Risk Register 22
Risk Identification Tool 22
Communications Plan Template 27
Racial Equity Toolkit 27
Schedule Templates (See Figure 11 for Instructions) 28
Cost Management Template 36
Contingency Estimating Tool 36
Project Plan Approval template required 44
Project Plan Review Checklist 44
Process Group 3 - Execution 45
Project Status Report 45
Project Status Meeting Agenda 45
Lessons Learned Site 45
Change Request Form 46
Change Register 46
Issue Register 49
Risk Register 50
Communication Event Register 51
Project Status Report 51
Cost Management Template 53
Cognos CIP Portal 53
Process Group 4 - Closeout 60
End-of-Project Review Template 60
Appendix A - Estimate Classification System 61
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Welcome to the Framework

Introduction - Welcome to the Framework

The Project Management Framework provides a consistent set of processes, tools and templates, helping
City Light project managers successfully deliver projects. Based on industry standard practices, the
framework helps projects run more efficiently, and allows teams to utilize established processes and tools
tailored for use at City Light.

Project Managers document and obtain Project Sponsor approval for all exceptions. The
mandatory aspects of the framework are summarized in the Project Management
Framework Requirements document.

; The Project Management Framework is required for all projects over $250k in total cost.
i 1 i
-

Providing Feedback using the Online Project Manager Community

City Light needs your help to make sure the Project Management How does it work?
Framework positively impacts project performance. Use the Project
Management Improvement Program Community Site to share your
ideas and suggestions for improving the framework. Respectful,
thoughtful, and constructive feedback is essential to continuously
improve our processes and guidance. You may also email comments or
questions to SCL PMO@seattle.gov.

Users submit their ideas.

Our community discusses
and votes for ideas.

<
[ '] The best ideas bubble up to

e Have a question? Ask the top.

e Have an idea? Share it
e Have feedback? Let us know

In addition to online support and community, each major Division providing Project Management services
has a dedicated liaison to help you navigate the framework and take advantage of what it has to offer.
Visit the community site for a current list of Project Management Framework Liaisons.

Icons Used in the Framework

Throughout this framework are tools, templates, tips, and scalability guides to help you successfully manage
projects and ideas for how to choose the right level of detail for your project. Icons are used to help highlight

these features.

~

Identifies a mandatory component of the
| Project Management Framework. These are
= also listed in a one page summary of

reguirements.

General tip, presenting an idea for
how to approach a common
challenge

Link to related content on the
internet. This content may not be
100% in alignment with the Project
Management Framework.

Tool or a template to help manage the
project or navigate a process

Report broken links to
SCL PMO@seattle.gov.
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Welcome to the Framework

A. Framework Organization

The framework is organized around the initiation, planning, execution, and closeout process groups in
Figure 1. The primary deliverable is a Project Plan that establishes a realistic project baseline for project
delivery. The process groups provide structure for delivering projects using industry standard project
management practices.

Figure 1: Project Management Framework Process Groups

* Set Project Expectations
* Approve Project Charter
* FormProjectTeam

Scope

Plan

* Planthe Work

* Approve ProjectPlan
EGGIS ©  Set Baseline Other
Plans .
Project

Executethe Plan
* Design/Construct/Develop Pla 1]
* Monitorand Control

. e Financial
* Quality Verification Plan

¢ Closethe Project

The process groups may be worked on simultaneously or revisited throughout the life of a project. For
example, a project may simultaneously execute the plan for design and plan construction. Planning the
work for very large projects may be large enough to consider structuring it as its own unique project.

Tools, Tips and Templates

Projects may go through several planning cycles
It is common for a project to go through planning, execute the plan, and return to plan
another portion of the project.

The initial project plan may be based on preliminary assumptions about the project scope.
Extensive preliminary work may be required to completely understand the project (e.g.,
preliminary design, options analysis, or requirements development.)

This preliminary work should be covered under a project plan because it requires extensive
project team effort. The team executes the work under the plan, and then the remainder of
the project would be planned after the project scope is better understood.

If estimates are significantly different based on the new information or incorrect
assumptions, if may be necessary to re-approve the project plan.
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Welcome to the Framework

B. Definition of a Project

Tools, Tips and Templates

One page summary of Project Manager requirements
This document summarizes the mandatory aspects of the Project Management Framework. Tips

to scale the processes to meet your project needs are included throughout the Project
Management Framework.

Note: Your business unit may have additional requirements above and beyond what is outlined
in this document.

If your work can be easily adapted to the framework, where it is initiated, planned, executed, and then
closed, it is likely a project. Projects have the following characteristics:

Temporary endeavor with defined beginning and end . . .
Creates a unique product, service or result Clearly identify project numbers

Defined scope and resources
Not a routine operation

Ensure that the subproject type is accurate in
UI Planner, and clearly identify the project and

) ) ) ) ] ] ] subproject codes associated with the project
The fields used to classify projects in the City's financial on all project documentation. This facilitates

system, Summit, can be confusing. The “projects” in Summit clear communication with project team

HwnN =

often act more like programs, meaning they are composed members and stakeholders and helps to
of several projects. Projects at City Light are often at the accurately associate financial and schedule
“subproject” level in Summit. The various types of data to the project

subprojects are described in Table 1.

Table 1: Framework Applicability to Subproject Types

Description Applicable to
Project

Management
Framework

Project Managed as an independent project Yes

Component | Part of a larger body of work to be managed as a Yes
project

Placeholder | Used to estimate future budget (intent is to not No
charge actuals)

Metric Managed by tracking counts of workorders of Not Likely
various subtypes

Purchasing | Managed by listing items to be purchased, no Not Likely
labor will be charged

Subproject types of “Project” or “Component” fall under the policies and procedures in the Project
Management Framework. Other projects may be able to utilize aspects of the framework as well. Consult
with your Project Sponsor if you are in doubt.
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Welcome to the Framework

Large or complex projects may require comprehensive project management, applying all the project
management disciplines and processes in the Project Management Framework. A small project may
require very little project management. Apply the

right amount of Project Management discipline 0 Use professional judgment when

needed to achieve an acceptable level of risk. applying templates

. . o The templates are designed to fit a wide range of
The three primary project types at City Light are projects. If you find yourself repeating information,

outlined in Table 2. Project types are not a formula consider eliminating some sections. You may have

for determining what level of Project Management to unique issues that influence you to add a section or

apply to the project, but understanding how the type two. The goal is to efficiently communicate project

of project influences your decisions is important. information. Make any adjustments you need to
effectively accomplish that goal.

Table 2: Project Types

Project Type Description

Single Division Project | A single-division project is sponsored and delivered within a single division, and has no
significant involvement from other divisions or outside agencies. These projects tend
to be simpler from a Project Management perspective.

Inter-Division Projects | The majority of City Light projects are inter-divisional. An inter-division project is
conducted by two or more City Light divisions; typically with one division sponsoring
and one division delivering the project. Governance is often more challenging when it
involves multiple divisions because of different missions, cultures, and reporting
structures in each Division.

Inter-Agency Projects An inter-agency project is conducted by one or more City Light divisions in
conjunction with an outside agency. This may be a project in which the lead agency is
either a City Light division or the outside agency. These projects are often complex,
highly visible, and politically sensitive.
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Welcome to the Framework

C. Understanding Project Management

Project Management is the application of knowledge, skills, o Product development process

tools, and techniques to project activities to meet the project and tools not included
requirements. The Project Management Framework starts with
projects that are justified through the City of Seattle budget
process and City Light approval and prioritization processes.
The Project Management framework helps to plan and deliver

The framework focuses on process and
tools used to help manage the project. It
does not cover technical documents or
processes used to develop products,

these projects. Projects result in products such as assets, systems or assets (e.g., design basis
infrastructure, or systems. These products are managed by memos, system requirements, engineering
product owners. These cycles are illustrated in Figure 2. deliverables, etc.)

Figure 2: Product Management versus Project Management

Project ,‘Q Project Product
Justification 4 Management Management

m

Figure 3: Major Milestones, Budgets, and Baselines in the Project Management Lifecycle

Major Milestones
Charter Project Plan Close
Approved Approved Project

Change Management (changes increase baseline)

Product

Justification  Initiation Planning Execution Closeout T

Current Baseline (includes scope changes)

Initial Baseline Final Project
Budget Set Set Cost

Budgets and Baselines

Annual Budget Updates Determined by Finance
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Welcome to the Framework _

Figure 3 Illustrates key milestones, budget terms, and baselines, and how they relate to the Project
Management lifecycle. The City of Seattle budget process drives additional annual budget updates. These
updates are dependent on accurate forecasts by project managers. The Project Management Framework
helps to ensure that Project Managers are equipped with tools to help produce accurate estimates. It does
not cover annual budget processes.

Figure 4: Project Justification Process
Input from
Business Units

Strategic Initiative
Requests

“Projects” approved through the justification process do not
necessarily match up with the projects that are managed by

a Project Manager at City Light.
No

A project may be a part of a larger project or program that
was approved, or may be made up of several smaller project
approvals. Ensure that the subproject type is accurate in UI

Planner.
Yes
+ Tools, Tips and Templates
Programmatic Budget Issue ) UI Planner
Approved p -
Work 2E City Light system used to develop Budget Issue
| Paper submittals. UI Planner is the system of
+ record for forecasted costs at the subproject
level.
CiLy Budget Maintain connections to the original project
rocess

justification

Project Managers must familiarize themselves
with the basis for project justification, and
ensure continued alignment with the original
intent outlined in Strategic Plan, Budget, and
Business Case documentation.

Approved Projects
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Process Group 1 - Initiation

Initiation

Initiation is the first process group in the project management lifecycle. The project has been justified and
approved; the project scope, schedule and budget are at a very conceptual level of detail; and the Project
Sponsor has approved the project to proceed.

Initiation builds the foundation for Project Planning, making sure the right people are involved and what
is known about the project is documented and agreed upon.

Figure 5: Initiation Inputs

Business Funded
Case Budget

Issue Paprgzi

Initiation:

-Identify Project Sponsor

-Assign Project Manager
-Develop Project Charter

-Form a Project Team
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Initiation [N

1.1. Assign Required Project Roles

Tools, Tips and Templates

Project Sponsor and Project Manager Required
Every project must have only one Project Sponsor and only one Project

Manager.

The first step in Project Initiation is to identify a Project Sponsor and Project Manager, creating the
foundation for the project and helping to identify and build the Core Team. Much of the work during
initiation is focused on building a common understanding of the project between the Project Sponsor and
Project Manager.

They are organizational decisions driven by the Project perform their role
Sponsor and the project justification process. Project
Managers document assignments and ensure that role
expectations are met.

These assignments are not made by the project manager. 0 Sponsors must set aside time to

The Project Manager must have enough
Project Sponsor time to allow for timely
decision making and efficient issue resolution.
Consider delegating sponsorship down as far
1.1.1. Project Sponsor in the organization as possible, while still
maintaining the right authority to make critical

Project Sponsors represent the organizational unit with the decisi
ecisions.

business need and typically the funding for the project.

They approve all changes to the agreed baseline scope, cost, schedule or performance. Some of the
responsibilities falling under the Project Sponsor may be delegated to the Project Manager or others, but
they are still accountable for making sure they get done.

Table 3: Project Sponsor Roles and Responsibilities

Subject Area Responsibilities, Authority, and Accountability

Project Justification e Develops business case and justifies project investment
e  Accountable for delivering expected benefits

e Secures funding

e Determines project priority

Initiation/Planning e Approves Project Charter

e Approves project scope, budget, and schedule

o Identifies Program Manager, if applicable

e Identifies major Stakeholders

e Ensures that the Project Manager is able to secure
necessary resources

e  Ensures Stakeholder and/or Program Manager
involvement and commitment

e  Champions the project

e Approves Project Plan and baseline
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Subject Area

Initiation I

Responsibilities, Authority, and Accountability

Execution

e Enforces project governance structure

e  Supports project management processes

e Approves changes to scope and budget

e  Approves significant changes to schedule

e Resolves escalated issues

e Approves contracts subject to the procurement process

e Approves key project deliverables

e Evaluates project alignment with expectations and
benefits at each major milestone or phase and approves
continuation

e  Final project acceptance

Communication

e Leads all Steering Committee and Stakeholder Advisory
Committee meetings

e Keeps executive management and stakeholders
informed of project status

e  Approves key communications

1.1.2. Project Manager

Project Managers lead the development of the Project Plan, direct project activity, monitor and
communicate project progress, and manage the project team and resources towards successful delivery of

the project. The Project

Manager enforces all project management processes and is accountable for

delivering and maintaining all Project Management deliverables.

The Project Manager is responsible for all project decisions that affect the day-to-day operations of the
project that do not impact the scope of work. On decisions that impact the scope of work, the Project
Manager works with the team to provide analysis and recommendations to help the Project Sponsor
make an informed decision.

Table 4: Project Manager Roles and Responsibilities

Subject Area

Responsibilities, Authority, and Accountability

Team Management

e Identifies project team needs and documents resource commitments

e  Works with project team to develop project deliverables

e Communicates team ground rules and expectations, ensuring project team
understanding and commitment

Project
Management
Deliverables

e Develops Project Charter

e Develops Project Plan (Scope, Risk, Schedule, Financial, etc.)
e Ensures that baseline is approved and recorded

e Ensures continued alignment with Project Charter

Monitoring and

e Manages day-to-day work of the project

Control e Maintains the Project Plan
e  Monitors variance from plan
e Directs activity of project staff
e Manages vendors and consultants
e  Monitors estimated costs against budget and annual spending targets
e Maintains cost and schedule data in enterprise systems
Updated on March 5, 2015 Page 9 Feedback: http.//seattlepm.ideascale.com/
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Initiation

Subject Area Responsibilities, Authority, and Accountability

Project e Manages projects using organization’s Project Management Framework processes
Management e Resolves project issues or escalates decisions when necessary

Processes e Identifies and assesses project risks and develops response plans

e Assesses change requests and recommends decisions to project sponsor
e Enforces project governance structure and processes
e Conduct Lessons Learned activities

Communications e Directs communications following the communications plan
and Status e Reports project status regularly

e Plans and leads all project status meetings

e Ensures Project Sponsor involvement and support

1.1.3. Core Team Member

The Core Team includes people that are accountable to the Project Manager for project work. On larger
projects, they may be Team Leads coordinating with their staff to complete the work, but they are
accountable for successful completion of the deliverables. The Core Team may not be complete initially,
but a list of known members should be developed as early as possible.

Table 5: Core Team Member Roles and Responsibilities

Subject Area Responsibilities, Authority, and Accountability
Project Planning e Identify the work required to complete the project
e Provide estimates of effort and time required to complete assigned
tasks

e Provide expertise to Project Manager and other Team members

Project Execution e Complete assigned tasks and deliverables as planned

e Communicate estimates to complete and expected completion
dates for all assigned tasks

e Identify and analyze risks, issues, and changes

e Attend required project meetings

Closeout e Participate in lessons learned
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Initiation

1.2. Prepare Project Charter

The primary goal of the Project Charter is to set clear expectations between the Project Sponsor and the
Project Manager. The Project Charter defines the high-level objectives and deliverables of the project. It
authorizes the existence of a project, establishes a project governance structure, and provides the project
manager with the authority to apply organizational resources to project activities.

Identify
Draft Charter Governance
Structure

Review and Approve
Revise Charter Charter

Tools, Tips and Templates

Project Charters are Required

Project Charters are required for every City Light project prior to beginning project planning. The
template is very flexible, allowing you to create very simple charters for simple projects. However,
setting clear expectations for the project at this early stage in the project is essential.

Project Charter
Template including instructions to help you develop the content. Use only the content that is

relevant to your project.

Project Charter — Review Checklist
Optional checklist Project Sponsors may use to guide their review of the Project Charter.

1.2.1. Draft Charter

The Project Manager drafts the charter in close partnership with Mot sasde i
the Project Sponsor. Involve key stakeholders in the creation of Charter

the Project Charter to help align the project with stakeholder
expectations. The charter template identifies the important
aspects of a project charter. Complete required sections, but
only include sections that help better organize and define the
project.

The charter is a building block you will use
to guide detailed planning. Leave the
detailed work for the planning phase.

1.2.2. Identify Governance Roles and Structure

Governance Structures with clear roles and
responsibilities support streamlined and appropriate Each governance role adds complexity

decision making. It is important to clarify
accountability; ensuring people have the right
authority to meet project expectations.

Managing governance roles adds time and cost to
your project. Only use them when the benefits
outweigh the costs. Brainstorm with the current team
to identify key people, what their interests are, and
Table 6 lists the required and optional roles included  how they should be involved.

in a project governance structure, helping determine o

Define how contingency use is to be

what roles benefit the project. Project Managers and

. . managed
Project Sponsors work together to determine the
right governance model for the project. Include a The process to manage contingency reserve must be
diagram or describe the final governance structure agreed to by the Project Manager and the Sponsor.

in 'Project Organization’ section of the Charter. DI TG T [Pl (0 e Sl
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Table 6: Project Governance Roles

Initiation

When Used Responsibilities, Authority, and
Accountability
Project Required for all projects Represents the business unit for which a
Sponsor project is being performed. They are
Works collaboratively with the Project Manager to | accountable for the overall outcomes of
determine governance needs. a project.
See section 1.1.1 for additional details.
Project Required for all projects Leads the Project Team, directing project
Manager activity; monitoring and controlling all
Works collaboratively with the Project Sponsor to | aspects of the project; and making
determine governance needs. adjustments to ensure project success.
See section 1.1.2 for additional details.
Core Team Required for all projects Accountable to the Project Manager for
Members their assigned work on the project.
Assists Project Manager and Project Sponsor in
determining governance needs. See Section 1.1.3 for additional details.
Executive Used on very large and complex projects with 1. Accountable to leadership for the
Sponsor high political or public visibility, cross divisional successful delivery of expected
participation, or heavy outside entity involvement. benefits.
2. Delegates sponsor authority to the
If the success of the project is highly dependent Project Sponsor, but is able to take
on support across the organization, consider back that delegation on items of
establishing a Steering Committee instead, or in their choosing.
addition to, an Executive Sponsor. 3. Champions the project to outside
entities and across the organization.
4. Resolves escalated project issues.
5. Reviews very high level project
deliverables.
For Inter-Division Projects the Executive
Sponsor is usually from a place in the
organization that both divisions report
to.
Project Used when Sponsorship needs are spread across Committee takes on all or part of the
Steering the organization and additional cross division responsibilities of the Project Sponsor or
Committee support is necessary. Steering Committees are Executive Sponsor.
particularly important when partnering with other
agencies on inter-agency projects. When using Steering Committees it is
or important to document what the
. Steering Committees can be at either the individual is delegating to the group, and
Executive Executive Sponsor level, when you need high level | how group decisions will be made.
Steering support and influence, or at the Project Sponsor
Committee level, when you need lower level participation and | For example: Document if the Project
decision making. Steering Committee signing off on the
Project Charter, or if just the Project
Sponsor is signing.
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Initiation

When Used

Responsibilities, Authority, and

Accountability
Project Stakeholders are Individuals or groups with direct Represent their organization's
Stakeholder or indirect influence on the project’s success, are perspectives.
affected by project outcomes, or have a say in Help Identify risks and issues, and
whether a project is successful. provide input on project decisions
that relate to their organization.
Stakeholders can be both internal and external to Participate in the Stakeholder
the organization. At a minimum, Inter- Advisory Committee if applicable.
Division/Agency Projects will have stakeholders
representing each division/agency involved.
Stakeholder Used when interaction and consensus among Provides project guidance and
Advisory major stakeholders is needed for project success, strategic direction.
Committee and is difficult to obtain through individual Reviews the Project Charter.
stakeholder interaction. Champions the project to outside
entities and across the organization.
Use a Stakeholder Advisory Committee sparingly Contributes their organization’s
and continue to interact directly with perspectives with respect to project
stakeholders. issues, risks and decisions.
Facilitates project communication
with their organization.
Program When a project is part of a larger program, there Provides program guidance and
Manager may be a Program Manager responsible for direction to the Project Manager to
overall management of the program. The ensure ongoing alignment between
Program Manager does not typically manage project and program.
subordinate projects. Ensures that each project delivers its
planned contribution to the
program.
Helps coordinate project activities
across the program.
Participate in the Stakeholder
Advisory Committee, if applicable.
Team Lead Team Leads are Core Team members that are Core Team member reporting to the

typically unit managers or supervisors. In addition
to standard Core Team Responsibilities, they
manage the work of other team members. They
are used when it is not practical for the Project
Manager to direct the work of a Team Member.

For example, a Lead Engineer may be assigned to
manage the work of several Engineers on the
project, giving the Project Manager a central
point of contact to work with.

Project Manager.

Provide estimates for the work
performed by their resources.
Directs and monitors activities of
their resources, ensuring
participation and performance as
planned.

Business Lead

In projects in which the delivery organization is
not the sponsoring organization, there is often a
Business Lead representing the sponsoring
organization. They may also serve as a Team Lead
on the project.

If representing the Sponsoring
organization, helps ensure that the
expected benefits are delivered by
the project.

Ensures that the Project Sponsor’s
interests are being kept in mind
throughout the project.
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Initiation

When Used Responsibilities, Authority, and
Accountability
Subject Matter | Subject Matter Experts bring highly specialized 1. Provides skills to project activities as
Expert skill or knowledge essential to project success. needed.
2. Provides consultative support to the
Many members of the team will have specialized Project Team.

skills but only a very few have such specialized
skills that they need to be named and specially
managed because of the risk associated with their
skill sets not being available.

Updated on March 5, 2015 Page 14 Feedback: http.//seattlepm.ideascale.com/
SCL PMO@seattle.gov




http://seattlepm.ideascale.com/

mailto:SCL_PMO@seattle.gov



Initiation

1.2.3. Review and Revise Charter

While you may not have a complete project team yet, it is ’ Ensure Charter alignment
important to involve known core team members and N with Business Case

stakeholders. Send out the draft charter by email and schedule
a meeting to discuss any questions or concerns. It is okay for
elements of the project to be undefined at this point, but there

Projects are justified based on the benefit
they provide. Make sure the charter
defines a project that delivers the

should be a basic understanding of the expectations, product remdlee Ferei ard e i mass

requirements, and approach. objectives outlined in project justification
documents.

1.2.4. Approve Charter

The Project Sponsor and Project Manager approve the Project Charter and also decide what additional
signatures are required for the project. The Project Charter — Review Checklist may be used to assist the
review. Adding the Project Manager's resource manager is recommended to ensure that they can
accommodate the demand in their workload plan. If there is heavy stakeholder involvement or a steering
committee is used on the project, it is helpful to get their approval as well.

Save a copy of the approved charter in your project files and attach it to the project in UI Planner.

Figure 6: Attaching Files in UI Planner

UI Planner provides a way to attach files to subproject records. Attaching a copy of the Project Charter ensures that
this foundational document is available through the official project record in UI Planner. Navigate to the View & Edit
Attachments tab under Subproject Narratives.

Select
Subproject

Subproject View
Narratives Reports

% CIP Subproject Descriptions

T add | Search: 4L :| SubProject Attributed| View & Edit Attachments
Files Attached for: ubproject Lescriptions/o401: Boundary

B CIP Subproject Descriptions
= |, 6401: Boundary Fadility - Minor Improvements Program Type File

5401073 Spare lower seal ring and air coolers - US14054

Manage File Attachments

& Open File * Attach File
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Initiation

1.3. Form a Project Team

Successful projects are delivered by project teams that represent the subject matter expertise necessary to
create a well-informed, well-resourced project management plan. This section outlines the basic steps of
forming a project team. The steps are outlined in the following diagram:

Define Project Roles Kick-off Project Perform Site

& Responsibilities Team Visit

Tools, Tips and Templates

Document roles and responsibilities
Everyone on the team must understand their project responsibilities. Documenting roles and

responsibilities early in the project is essential. For small projects, documenting this in the Project
Charter may be sufficient.

Template listing some typical roles filled on City Light projects. How team members are assigned to
work on your team varies depending on where you work in the organization. This table helps
identify the needs, giving you a starting point to work from, and a place to document expectations.

7 § Roles and Responsibilities Table

Project Team Kick-off Agenda
Optional template agenda for the initial kick-off meeting

1.3.1. Define Roles and Responsibilities

The size and complexity of the project will determine the roles

that must be filled. The Roles and Responsibilities Table o
provides a list of roles typically fulfilled by project team

members..'!'he taple includes a general descr'ipti.on of the ' s et citehat for s prefiecs Use bl
responsibilities with contacts for each organizational area if Kick-Off meeting to determine the Team
available. Use the table to identify if the person is going to be a | e5ds and who they are representing on
Planning Team member or not. If not, make sure someone on the team.

the team is participating on behalf of the other team members.

Define Team Leads for large
projects

Including everyone in the planning effort

1.3.2. Kick-Off Project Team

The project team kick-off meeting introduces the team to the project, builds team cohesion, clarifies roles
and responsibilities, and creates an opportunity to meet everyone they will be working with. In addition to
learning the details of the project, the kick-off team meeting helps clarify how team members are going
to work together.

The Project Team Kick-off Agenda template is a starting point for the facilitator or Project Manager. The
agenda can be altered to fit the needs of the project team. It is helpful to use the Project Charter as a
reference for many of the agenda items.

1.3.3. Perform Site Visit

A team site visit helps to make sure everyone understands the work area and the community that
surrounds it. Use the kick-off meeting to determine who might benefit from attending a site visit.
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Planning

Process Group 2 - Planning

After developing the Project Charter and forming the project team, detailed Project Planning can begin.
This involves creating a collection of planning documents to help guide the team throughout the project.
This collection of planning documents is called the Project Plan.

Tools, Tips and Templates
Project Plans are Required

Project Plans are required for all projects. The content is flexible, but there must be
documentation that supports a team established Scope, Schedule, Risk, and Financial
baseline for the project.

Use the Project Plan Approval template to tie together the Project Plan

The Project Plan is a collection of planning documents that includes the Project
Charter. It is not a single document. Use the Project Plan Approval template (see
Section 2.6) as a cover sheet for the project plan, indicating all of the materials used
to establish the Project Plan baseline.

Figure 7: Planning Process Deliverables - Project Plan

Financial
Plan

Planning deliverables are typically created in the order outlined in this section. It is common to revisit
planning during a project. For example, you may plan the options analysis, design or requirements
development portion of the project. After executing the first portion of the project, you may return to plan
the remainder of the project. The planning approach should be identified in the Project Charter.

Updated on March 5, 2015 Page 17 Feedback: http.//seattlepm.ideascale.com/
SCL PMO@seattle.gov




http://seattlepm.ideascale.com/

mailto:SCL_PMO@seattle.gov

http://scl-sharepoint/CSED/PMQI/ProjectFiles/Project%20Plan%20Approval.docx



Planning

2.1. Create Scope Plan

A scope plan ensures that all work required to successfully complete the project is included. The project
team develops a common understanding of the scope of the project and then breaks it down into
manageable pieces, defining the deliverables associated with each piece. The primary deliverable of the
Scope Plan is a Work Breakdown Structure (WBS). The WBS is a hierarchical grouping of deliverable-
oriented project elements that defines the total scope of the project.

. Document Confirm
Review Prepare Develop Work Alignment
Project P WBS .

Charter WBS Dictionary Package with Project

Recipients Charter

Tools, Tips and Templates

Document the project scope

Having a defined scope of work is the basis for controlling project costs. The team must understand
the work of the project, and the Sponsor must approve any work above and beyond the
documented scope through Change Management (see Section 3.1).

The WBS templates for typical design-bid-build projects at City Light can be used as a starting
point for creating the WBS. Add or delete items as necessary. The templates may be opened using
www.WBSTool.com, Microsoft Project, or through the Microsoft Project templates preloaded in Ul
Planner. Microsoft Project and WBSTool.com are both able to save or open files in XML format. This
is the format that allows you to work between both tools.

V7 § WABS Templates (See Figure 8 for Instructions)

WABS Checklist

Optional checklist to help determine if the WBS is created at the right level of detail. Too much
detail can be costly to manage, but too little detail may not allow you to identify risks, estimate,
manage, and control the project.

Resist jumping straight to a schedule
It is tempting to jump straight to Microsoft Project when defining the WBS. Be careful not to lose
focus on the objective of defining 100% of the work. Identifying dependencies, effort and duration

may distract you from this objective.

The WBS helps estimate the cost and effort

The WBS breaks the project down into smaller portions to allow for better estimates. The people
estimating the work need to be part of the WBS creation. The WBS helps them estimate and helps
the Project Manager track progress.

e WRBS Basics (TenStep)
e WABS Training Video (TenStep)

2.1.1. Review the Project Charter

Send the Project Charter to team members and review it as a team at a working session. This creates a
common understanding of the high level scope of the project.
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Planning

2.1.2. Prepare the Work Breakdown Structure

Break the project down into Work Packages, the "
. 1 0,
lowest level of the WBS for which cost and g Lo et s sl

duration is estimated and managed. The WBS
provides the starting point for defining tasks, and
activities, sequencing work, estimating effort,
identifying resource needs, and developing the
schedule

A WBS includes 100% of the project work, capturing all
the deliverables and processes. Ensure that each level
covers 100% of the project before moving to a lower
level.

At this point in the planning process do not create a schedule. The goal is a hierarchical outline of the
deliverables with performance responsibility for each work package assigned to the Project Team. Use
Microsoft Word, Visio, Excel, or simply use post it notes. The WBS Templates and WBSTool.com provide a
graphical way to create a WBS. Figure 8 outlines this technique.

Figure 8: Using WBS Templates with WBStool.com

The tool is intuitive, but a WBSTool.com User Manual and a WBSTool.com Quick Guide are
available if you would like to learn more.

1. Open www.wbstool.com in your internet browser and click on the “Use Without
Login” link

count Ragish . ha pannel on the night
@Use Wathout Logn | SR Haw User

Tip
Change the hievarchy by dragging a WWBS element into anather one. An amow
will indicate the element destination

2. Click "Continue”
3. Click on the “Import Microsoft Project XML" icon

Ciocument

4. Copy and paste one of the template URLs into the file name field and click “Open”
Note: The templates may also be opened directly in Microsoft Project using the same
technique.

WBS by Work Type URL (less duplication across the WBS)
http://scl-sharepoint/CSED/PMQI/ProjectFiles/WBSscl.xml

WBS by Phase URL (more intuitive if you logically group work into phases)
http://scl-sharepoint/CSED/PMQI/ProjectFiles/WBSsclph.xml

5. Save your work as a downloaded Microsoft Project XML File by clicking the Microsoft
Project XML button.
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Planning

Note: Use this same procedure to open this file with the tool, but instead of copying the
URL of the template (shown in step 5), navigate to your saved file.

2.1.3. Develop the Work Breakdown Structure Dictionary

Once the Work Breakdown Structure outline is created, define what each Work Package includes and does
not include. Define the deliverables and tie them to the WBS to build a common understanding of the
work and help the team determine when the work is complete. Examples of deliverables are:

e Property Rights

e Operations and Maintenance Plans
e Conceptual Design Drawings

e Technical Specifications

e Project Manual

e Permits

e Constructed Assets

Clearly define the end product

When major portions of the project are handed
off to contractors or vendors for implementation,
it is important to clearly define the desired end
products. Include this detail in the WBS or
document it as part of the WBS dictionary.

A WBS dictionary defines the scope and deliverables for each work package. It can also include quality
requirements and technical references (e.g., a specific design standard) to help describe the work. Use the
“description” field in the WBS Creation Tool to document information for each element of the WBS. This
field translates over to the notes field in Microsoft Project when it is imported, so use the notes field when

working directly in Microsoft Project.

Figure 9: Creating a WBS Dictionary using WBSTool.com

1. Select the WBS item you would like to define

2. Click on the “Show Properties” button

Element

2 =9

This will open up a window on the right where you can
further define the WBS item.

3. Enter information in the description field to better
define the deliverable.

—— e
£0,00 £0,00
Start: Finish:
07/11/2014 _& 07/11/2014 _ﬁ
Description:
Updated on March 5, 2015 Page 20

Note: The description field is imported into the
notes field when opened in Microsoft Project.
Duration, Start, and Finish also transfer to
Microsoft Project, but none of the other fields
do. All of the fields are visible when you export
to a word document.
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Planning

2.1.4. Document Work Package Recipients

Once the Work Packages are defined, identify the recipient of each work package. Recipients verify that
the work produced the product as defined in the WBS dictionary. They decide if it is complete or not.

You may add these assignments to the “description” field in the WBS Creation Tool. It is best to copy this
information over to custom text columns in Microsoft Project so that you can more easily filter and sort
on the information.

Figure 10: Assigning Recipients in Microsoft Project

Right click on a column header
Select “Insert Column”

Enter “Recipient” as the column header

> W N

Enter Recipients in the newly created column

Task Name Duration Start Finish Predece: _ |Resource Activity Lead Recipient
- - - - i i - - -

= Project Plan ad Mon 7/14/14 Thu 7/17/14 George Carl
Scope 1d Mon7/14/14  Mon 7/14/14 8,9 Shawn Kemp
Risk/Issue/Change Plan 1d Mon7/14/14  Mon 7/14/14 8,9 Shawn Kemp
Schedule 1d Mon7/14/14  Mon 7/14/14 8,9 Shawn Kemp
Communications Plan 1d Tue7/15/14 Tue 7/15/14 8,9,13 Gary Payton
Financial Plan 1d wed7/16/14 wWed 7/16/14 11,12,14 Detlef Schrempf
Project Plan Approval 1d Thu7/17/14  Thu7/17/14 15 Gary Payton

Note: If you do this work before copying and pasting the tasks into UI Planner, you will lose the Custom Column label
when you paste it into UI Planner. The data will still be there under the Textl column. In this case, add the Textl column
back to your project view and double click the column header to change the name.

2.1.5. Confirm Alignment with Project Charter

The final step in developing the Scope Plan is to confirm that it meets the original intent outlined in the
Project Charter. Review the Charter and confirm that the Work Breakdown Structure accomplishes all of
the identified deliverables. Ensure that no out-of scope items are included.

Q Revise the charter if necessary

While a Work Breakdown Structure is a great tool for communicating with the project team, it is
not always the best tool for communicating to outside stakeholders. If critical scope details were
defined during project scoping, it may be helpful to update the charter to reflect the new
information. The Charter does not need to include every detail, but it should provide a very good
overview of the project. The revised charter does not need to be reapproved, but it should be
resubmitted for approval as part of the Project Plan package (see Section 2.6).

Updated on March 5, 2015 Page 21 Feedback: http.//seattlepm.ideascale.com,
SCL PMO@seattle.gov




http://seattlepm.ideascale.com/

mailto:SCL_PMO@seattle.gov
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2.2. Create Risk Plan

A risk is an uncertain event that may affect the project’s ability to achieve objectives. The objective of risk
management is to decrease the probability and negative impact of risk events to a project’'s scope,
schedule, cost and quality. Risk planning processes may be repeated several times throughout the project
lifecycle. The primary deliverable is documentation of all project risks in the Risk Register.

Develop
Identify Analyze Assign Risk Risk
Risk Risk Manager Response

Verify Funding
for Contingent

Strategy Responses

Tools, Tips and Templates

2 Risk Register
@ Excel template for recording and tracking project risks (tab 1), issues (tab 2), and changes (tab 3).

Risk Identification Tool
List of questions the team can use to help make sure common risk events are considered during
risk planning.

Right-size risk management for small projects
On smaller projects, the Project Manager may manage all of the risks. Identifying risks with the

team may only take an hour. The exercise of identifying risks with your team helps ensure that the
plan covers risks that may be unique to their perspective. For very simple projects, you may not
maintain a risk register. It may be adequate to identify risks in the Project Charter.

Use specific risk statements

Specificity helps the team accurately assess potential impact and the probability of occurrence,
and allows them to develop actionable response plans. In addition, risk statements should be
stated as events to help the team easily identify the impact if the event occurs.

Poor Risk Statement Example
“The project may not get the resources it needs.”

Good Risk Statement Example
“George may not be able to participate on the project. He is the only resource with experience
using XXX, and he is currently assigned to the XXX project which is experiencing schedule delays.”

Risks can be positive or negative

Risks may positively impact the project as well. Similar to negative risks, response strategies can be
taken to capitalize on the opportunities and increase the probability or positive impact of the risk
event.

e Risk Planning Techniques (TenStep)
e Risk Response Training Video (TenStep)
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2.2.1. Identify Risks

The first step in creating a risk plan is to identify and document all the potential risk events. The risk
identification process is conducted with at least the Project Manager and key members from the project
team. It is also helpful to include outside subject matter experts,
stakeholders, or people from other projects. In addition to using o Use team time wisely
the Risk Identification Tool, consider the following tips and

techniques for identifying risks. Gather a diverse set of opinions when
identifying and analyzing risks, but also
A. Facilitated Risk Discussions make sure team time is used efficiently. It
may not be necessary for the whole team
A Project Manager may facilitate the risk identification to collaboratively create the risk list. Use
discussions, but it is helpful if someone independent of the one-on-one meetings and offline work to
project team facilitates. This allows the Project Manager and the  help get things started, and discuss
project team to fully participate in the discussion. Use critical risks together rather than starting

brainstorming techniques to generate ideas and then narrow with a blank risk register.

them down into risk statements that can be assessed and acted
upon.

B. Using Risk Registers from Other Projects

Some risks are fairly consistent across all projects, while others are unique to specific projects or sites or
timeframes. Talk to other Project Managers and ask them to share past risk registers from their project
files.

C. Use Lessons Learned from Past Projects

Lessons learned often capture risk events that were overlooked in planning. View lessons learned from
similar projects to see if there are any risks that may be present in your project.

2.2.2. Analyze Risks

The two primary components of risk analysis are the impact to ' Use professional judgment
the project measured relative to scope, schedule, cost and s when rating risks

quality; and the probability of the risk event occurring. Table 7
provides crlt?rla for dgtermmmg thg |.mpact rating fc.)r. each.r|sk. the tables in Section 2.2.2 as guidance
Table 8 provides criteria for determining the probability rating tempered by the professional judgment of
for each risk. The team may have an easier time determining e,

the impact if the categories above are defined more specifically

(e.g., 5-10% of cost is $50,000-$100,000).

Risk ratings are not an exact science. Use
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Table 7: Risk Impact Rating Criteria

Impact Rating Impact on Project Objectives

1 - Very Low Scope: a barely noticeable impact on project scope
Schedule: insignificant increase to schedule

Cost: insignificant impact to total cost estimate
Quality: degradation is not noticeable

2 - Low Scope: a minor impact on project scope

Schedule: <30 day increase in project schedule

Cost: <5% increase on total cost estimate

Quality: only very demanding applications are impacted

3 - Moderate Scope: a major impact to project scope

Schedule: 30-90 day increase in project schedule,

Cost: 5-10% increase total cost estimate

Quality: reduction in level of service requires customer approval

4 - High Scope: impact on scope is unacceptable to the sponsor
Schedule: 90-180 day increase in project schedule
Cost: 10-20% increase in total cost estimate

Quality: project is unacceptable to the customer

5 - Very High Scope: project deliverables become unusable or useless
Schedule: >180 day increase in project schedule

Cost: >20% increase in total cost estimate

Quality: project quality is such that it is unusable or useless

Table 8: Risk Probability Rating Criteria

Probability Rating Probability Description

1 - Very Low <10% chance of occurring
2 - Low 10-25% chance of occurring
3 - Moderate 25-50% chance of occurring
4 - High 50-75% chance of occurring
5 - Very High >75% chance of occurring

Risk priority is based on the product of the Impact and Probability ratings. This product is called the Risk
Score. The score and priority are automatically calculated by the Risk Register Template after the impact
and probability are selected. Scores are translated to Risk Priority as shown in Table 9. If the results are
not what you expect, take another look at your ratings to see if adjustments need to be made.

Table 9: Risk Priority Score Criteria

Risk Score Risk Priority

lto4 Low
5to9 Medium
10to 15 High
16 to 25
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2.2.3. Assign Risk Managers

When you create a risk, assign the risk to a team member responsible for monitoring the risk. In most
cases, this is the Project Manager, although it may be helpful to delegate some risks to team members.

2.2.4. Develop Risk Response Strategy

Risk response strategy development is the process of identifying options and determining actions to
reduce threats to the project’s objectives. Address risks in the order of their priority. Risk response
strategies can result in activities and resources being added to the project. Strategies need to be
approved by all affected parties and assigned a risk manager responsible for following through on the
response.

Standard risk response strategies are shown in Table 10. Multiple strategies may be used for one risk, and
some strategies fall into multiple categories. Strategy types are meant to help you identify the most
appropriate response type for each risk and to help research risks from past projects. It is more important
to have well written and actionable response plans than it is to label it with the right strategy type.

Table 10: Risk Response Strategies

Strategy Type Description

Accept The project team has decided not to change the Project Plan to deal with a risk, or is
unable to identify any other suitable response strategy. For risk events that have low
probability and/or impact the team may elect to take no action at all. In effect, they are
acknowledging that there is a risk, but that, if that risk event occurs, they will just absorb
the impact using contingency reserve and keep going.

Monitor The team does not proactively manage the risk, but monitors it to see whether it is more
or less likely to occur as time goes on. The team can decide to take a different approach
if the probability or impact changes.

Mitigate Mitigating for a risk is to take up front action to reduce the probability and/or impact of
a risk event. It means building risk strategies directly into the scope of the project. Ideally
the risk event could be mitigated to an acceptable level.

Transfer This response shifts the risk, or at least part of the risk, from the team to another party.
Typical forms of transference are insurance, sub-contracting, and the incorporation of
contractual clauses. Risk transference is likely to have some impact on cost, scope, or
schedule.

Avoid Avoiding a risk event means that the project is changed so the risk event is no longer a
threat. An example might be staging the project so that it does not trigger lengthy
environmental permitting requirements by setting the project site well away from the
waterfront or a critical habitat area.

2.2.5. Verify Funding for Contingent Responses

After identifying and analyzing project risks, take a closer look at the highest rated risks in the risk register.
For higher scoring risk events, accepting the risk is not prudent, but taking significant action by expanding
the scope and budget is not acceptable. In these situations the team accepts the risk, but creates a
contingency response plan to implement immediately if the risk event occurs.
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For critical or high risks you can either add work to your project to drive the probability or impact down to
a lower level, or the Project Sponsor can set aside funds to pay for a contingent response if the risk does
occur. Use professional judgment and coordinate with the Project Sponsor to determine which option is

best for the situation.

If the choice is to plan a contingent response, make sure that the Project Sponsor is ready to quickly
transfer the funding to the project if the risk occurs.
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2.3. Create Communications Plan

The high level communication strategy may already be documented in the Project Charter. Depending on
the complexity of your project, a more detailed communication plan may be beneficial. Use the
Communication Plan template as a guide. Refer to Section 3.4 for guidance on how to manage the
communication plan.

Tools, Tips and Templates

2 Communications Plan Template
@ Defines project communication requirements, roles, responsibilities and methods.

Racial Equity Toolkit
Toolkit to analyze the project and communications strategy from a race and social justice

equity perspective.

Simple projects may not need communications plans

Projects with little impact to communities or external agencies and relatively simple
governance structures do not need a detailed communications plan. Document the
strategy in the charter, and use the tools in Section 3.4 to help you manage the
communication events if necessary.
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2.4. Create Schedule

Once the scope is fully developed, the project schedule is created using Microsoft Project. The phases and
work packages are broken down into activities and placed into the correct sequence, durations are
estimated and important milestones are added. The steps for creating a schedule are illustrated below.

Break Down Work
Packages Into
Activities

Assign Activity Estimate Duration
Leads and Effort

Document Establish
Assumptions & Add Milestones Dependencies &
Update Scope Constraints

Identify Critical
Path

Tools, Tips and Templates

Schedules must provide required baseline data
While the financial plan is flexible in format and content, it must provide enough detail to

support the schedule data required in the Project Plan Approval template. Milestone baselines
must allow project progress to be measured against the baseline.

Schedule Templates (See Figure 11 for Instructions)

The Microsoft Project XML file created following procedures in section 2.1 is the basis for
starting a schedule in Microsoft Project. Figure 11 describes how to open those files in
Microsoft Project using the template or one you have customized and saved to your project
files.

Determine the right level of schedule detail
The WBS templates include typical work packages for City Light projects. You may break these

down into smaller pieces, or roll them up into larger packages. Only include items that help
you estimate, monitor and control your project. The more detail, the more accuracy and
control you have, but it also results in more work to maintain the schedule. Have a realistic
plan for collecting status information at whatever level of detail you choose.

e  Schedule Training Video (TenStep)

e  Estimating Techniques Training Video (TenStep)
e  Estimating Duration Techniques (TenStep)

e  Estimating Effort Techniques (TenStep)

e  (ritical Path Techniques (TenStep)

Updated on March 5, 2015 Page 28 Feedback: http.//seattlepm.ideascale.com/
SCL PMO@seattle.gov




http://seattlepm.ideascale.com/

mailto:SCL_PMO@seattle.gov

http://scl-sharepoint/CSED/PMQI/ProjectFiles/Project%20Plan%20Approval.docx

http://www.20minuteitmanager.com/sessions/081701SCHEDULE/

http://www.20minuteitmanager.com/sessions/061301PROJESTIM/

http://inweb/citytech/PMCoE/MPMM/100005770.htm

http://inweb/citytech/PMCoE/MPMM/100005775.htm

http://inweb/citytech/PMCoE/MPMM/100005769.htm



Planning

The first step in creating your schedule is to open the scope developed in Section 2.1 with Microsoft
Project.

Figure 11: Opening a WBS template in Microsoft Project

These instructions assume you are either starting with a WBS Template or you have
saved a Microsoft Project XML file of your WBS to your project files as described in
Figure 9. UI Planner includes these templates as well, so you may just open the
template using UI Planner.

1. Open Microsoft Project

2. Click on “File” then “Open”

3. Option A: Starting with a saved Microsoft Project XML File...
Change the file type to XML Format, and navigate to your saved Microsoft
Project XML File

- -
¢ — Documents library Aangeby: Folder *
Project File
3 MName D
o (2| WBS Draftaml| 1
=l 0 »
ODBC...
File name: WBS Draft.xml - [XMLFormat(".me) ']
Tools - l Open |v] l Cancel I

Option B: Starting with a WBS Template...
Copy and paste one of the template URLs into the file name field

WBS by Work Type URL (less duplication across the WBS)
http://scl-sharepoint/CSED/PMQI/ProjectFiles/WBSscl.xml

WBS by Phase URL (more intuitive if logically group work into phases)
http://scl-sharepoint/CSED/PMQI/ProjectFiles/WBSsclph.xml

6. Click "Open”
7. Click “Finish”

The WBS will open in Microsoft Project, the hierarchy will remain in tact, and the
WBS descriptions will automatically populate the task notes fields.

If you are using Microsoft Project in conjunction with UI Planner, you must replace the current Microsoft
Project file associated with the Subproject, with the newly created Microsoft Project file as described in
Figure 12. It is best to do this before adding resources to the schedule because Ul Planner has been
customized to include City Light resources and calendars.
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Figure 12: Copying Microsoft Project Files into UI Planner

Import into UI Planner before assigning resources to a schedule. UI Planner is very particular about
using specific resources. You will also lose the Custom Column labels when you paste tasks into UI
Planner. The data will still be there, but you must rename the column headers after performing these
steps.

Important: These steps copy the tasks from your newly created schedule, and paste them over the
tasks in the UI Planner version of the Microsoft Project file. These actions eliminate all task information
from the UI Planner file.

1. Open UI Planner

2. Navigate to and open the Microsoft Project file for the subproject you are working on

Subproject 0
Subproject View
Narratives Reports

MS Project
Open MS Project File

Import Latest Data

3.  Make sure the project summary task option is not selected for both the UI Planner and new
Microsoft Project file.

|E|| = I, - |= Microsoft Project
Task SCL Resource Project View Developer Acrobat
== = = - .
A Text Styles LU == = )2}), Critical Tasks [ -@ = Outline Number
—
@Gridlines = o .J};‘g.Cqumn Settings -~ - Slack =" J Projed:Summar_\,rTaskI
. Insert . Format Baseline Slippage Gantt Char
iz Layout Column | Custom Fields - Late Tasks - - Style - ¥| Summary Tasks
Format Columns Ear Styles Show/Hide O
- First task should be Task 1
173 6232001 mpgACompatibility Mode]
Task Name » | Duration Start Finish . |Activity Lead .. |Activity
- Planning 1311 days? Wed 12008 Fri 3122113
= Project Justification 1day? Wed1/208 Wed 1/2/108
1 daw? Wﬂ LR L"M IR

4. Select all the task in the new Microsoft Project file by clicking the blank upper left corner

177 WES Draft.mpp

o Task Name

~ WBS Draft
= Planning
* Project Justification

* Options Analysis

5. Copy by selcting Ctrl+C
6. Select all the task in the UI Planner file by clicking the blank upper left corner
7. Paste by selecting Ctrl+V
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2.4.1. Break Down Work Packages into Activities

Breaking the work down into smaller pieces helps the team
create more accurate estimates.

It is helpful to phrase the tasks at the lowest level on your
schedule as activities so that it is clearer to the project team
which activity they are working on.

For example, an activity named “30% Design” may include
preparation of the design and review of the design. Creating
two activities called "Prepare 30% Design” and "Review 30%
Design” is more specific, allowing the project team to better
identify what activity they are working on. This facilitates more
accurate status updating and estimating.

2.4.2. Assign Activity Leads

Planning

Determine the right level of

schedule detail

The WBS templates include typical work
packages for City Light projects. You may
break these down into smaller pieces, or
roll them up into larger packages. Only
include items that help you estimate,
monitor and control your project. The
more detail, the more accuracy and
control you have, but it also results in
more work to maintain the schedule. Have
a realistic plan for collecting status
information at whatever level of detail you

choose.

Activity Leads help identify all required resources, including labor, equipment, materials, and work
performed under various contracts. They coordinate with everyone working on the activity, collecting and
updating status on effort, duration, and cost estimates. A Project Manager may be the lead for several
schedule items, but it is helpful if project team members take the lead for portions of the project.

Figure 13: Assigning Leads in Microsoft Project

Use a custom text column to record activity leads in
Microsoft Project, allowing you to easily filter and group
the project by activity lead.

5. Right click on a column header

6. Select “Insert Column”

7. Enter "Activity Lead” as the column header
8

Enter Activity Leads in the newly created column

a

k Cu
3 Copy
[ Paste

Paste Spedial...

"

Hide Column
Eont...

Text Styles...
Field Settings

Custom Fields

o Activity Lead

Shawn Kemp
Shawn Kemp
Shawn Kemp
Gary Payton
Detlef Schrempf

Task Name . |Duration _ Start Finish - Predecesv Resource
Names
= Project Plan 4d Mon7/14/14 Thu 7/17/14

Scope 1d Mon7/14/14 Mon 7/14/14 8,9
Risk/lssue/Chang 1d Mon7/14/14 Mon 7/14/14 8,9

Schedule 1d Mon7/14/14 Mon 7/14/14 8,9
Communications 1d Tue7/15/14 Tue 7/15/14 8,9,13

Financial Plan 1d Wed 7/16/14 Wed 7/16/14 11,12,14

Project Plan Appi 1d Thu7/17/14 Thu7/17/14 15

Gary Payton
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2.4.3. Estimate Duration and Effort

Now that you have identified all the activities for the project and assigned Activity Leads, you must work
with Activity Leads to determine the expected duration of each activity and the effort (hours) required to
complete the work. Consider the following:

e How many hours will the activity take to perform?
e What percentage of time can the resource spend on the activity?
e Are there resource or schedule constraints that will delay progress on the activity?

Hours of Work Required (or Work)
Percent Availability ( or Units)

Duration =

Entering hours (work) and percent availability (units) into Microsoft Project provides a working day
duration for the activity. Alternatively, you may choose to calculate durations outside of project, entering
fixed duration estimates in Microsoft Project. If you choose to do this, make sure resources have enough
availability to complete the work within the allotted duration.

Tools, Tips and Templates

Take an iterative approach to duration estimating

The first estimate may give you an idea of what Work Packages should be broken down
into smaller pieces. You may use duration estimating for items further in the future, and
effort driven estimating for activities that are more near term.

Nobody is 100% productive

Take into account non-productive time when using effort driven durations. People have
paid time off and other general overhead work that prevents them from spending 8
hours a day on project work.

e Understanding Task Types (MPUG)
This blog entry provides a good overview of how task types work in Microsoft
Project. It explains how selecting Fixed Units, Fixed Work, and Fixed duration impact
the project schedule.
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Figure 14: Assigning Resources in Microsoft Project

If you are using Microsoft Project integrated with UI Planner, you must assign resources using
the custom button under the SCL section of the ribbon. UI Planner restricts you to assigning
resources at the org number level, using an average wage rate for the everyone assigned that
org number. The average wage rate can vary considerably from the actual resource assigned to
the project, so expect some variation from estimates.

Taskl sSCL I Resource Project View Developer Acrobat [ Format [
Sl &= oo
it
hesassign fFostForm Reports Projinfo Ulloader SCL Task Assistant
Tools Task: | 21. Financial Reporting
Duration: | 1d Start: | FriJul 11, 2014 Finish: | Fri Jul 11, 2014
o Task Name he
TaskType: | ( FixedDuration * FixedUnits (" Fixed Work [ Effort Driven
o | ~ My Project
1By -~ Project Management Assign Resources 1 Change Duration | Duration in:
2 % = Project Justification Resource: | J  Days (@)
2 |5 Budget Issue Papel LSt & gl Resources ™ Name begins with: IV LstOnly ValidRes's  peset " Hours (h)
4 % Business Case
5 By = Options Analysis ==
s |y Analysis Work Amounts [ :I & Hows € Units
7 By Design Basis Memd
g % Project Charter (M5 Project will calculate units)
. % Team Identification
g 10 % = Project Plan
B 11 2y Scope
3 12 % Risk/lssue/Change le.lroe Assignments Units Hrs Act. Hrs Rem. Hrs _ Totals
e schedule (no assignments) For Selected Task
14 |6y Financial Plan work: | O
15 By Communications P actusl: | 0P
16 By Project Plan Appro
17 = Project Plan Adminisy Remaining: | N
18 % Monitor and Contr
19 |6y = Project Communicattons T
20 |Gy Team Meetings =
E’I Fina eporting =
22 [y Status Reports =
. i,

2.4.4. Establish Dependencies & Constraints

Dependencies are relationships between phases, work packages or activities that influence the project
approach. The WBS templates do not contain any dependencies. Dependencies are the key to making
Microsoft Project work for you. As activity durations increase or decrease, the start dates of dependent
activities adjust to accommodate the changes. Accurately assigning dependencies is a critical part of
creating your schedule.

Tools, Tips and Templates

Assigning Task Dependencies in Microsoft Project (Lynda.com video training)
This short video training shows how to link tasks and create dependencies in Microsoft Project.

Constraints are rules that force a specific start or end dates for schedule items. Constraints in Microsoft
Project are created when you enter a start or end date directly as opposed to having dependencies drive
the schedule.
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Tools, Tips and Templates
Use dependencies instead of constraints

Using constraints eliminates the effectiveness of Microsoft Project in managing the
schedule. It is a good approach to make sure every task in your schedule has a predecessor,
successor, and an effort driven or estimated duration. Constraints should rarely be used.

To easily identify constraints in a schedule, insert the “Constraint Type” column in Gantt
chart view. Tasks with anything other than “As Soon As Possible” have a task constraint.
Constraint details are found on the advanced tab of the task information screen.

Task Information @
General I Predecessors | Resource; Notes I Custom Fields I
Mame: | Prepare/lssue MOAs as applicable Duration: | Sdays |- [T|Estimated
Constrain task
Deadiine: MA -
Constraint type: As Soon As Possible Lﬂ Cdhstraint date: MA -
As Late As Possible
As Soon As Possible
Task type: EEEETET | -t drven
= Finish No Earlier Than
Calendar: Finish Mo Later Than Scheduling ignores resource calendars
Must Finish On
W8S code: Must Start On
Earned value method Start No Earlier Than
Start Mo Later Than
|| Mark task as milestone

2.4.5. Add Milestones

Significant events in the project should be added as milestones. A milestone is entered as a zero duration
task in Microsoft Project. The WBS Templates from Section 2.1 include typical project milestones. You may
add additional milestones that are helpful to the team'’s project tracking and reporting efforts.

Tools, Tips and Templates

Milestones are included in WBS templates

Milestones are not part of a WBS, but common milestones are included in the WBS
template. When importing this information into Microsoft Project, the milestones will show
up as zero duration tasks under their own summary task.

* Project Management 1d
* Design 1d
* Procurement 1d
* Agr s and Regul y Compliance 1d
* Construction 1d
= Milestones od
Project Charter Approved od
Project Plan Approved od
Design Complete od
Substantial Completion od
Project Complete od

Link the milestones to the completion of tasks using dependencies. You may choose to
leave them in the summary task or move them into more of a logical place in the schedule.
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2.4.6. Document Assumptions and Update Scope

The team may learn additional details about the scope through the process of creating the schedule. It is
important to capture the discoveries and assumptions that were made in the development of the
schedule, and update the Work Breakdown Structure, if necessary.

2.4.7. Identify Critical Path

Focusing effort towards tasks that have the most impact on the project schedule is a fundamental project
management technique. Tasks that directly impact the project completion date are called critical path
tasks. When possible, effort should be shifted from non-critical path tasks to critical path tasks.

Critical path activities have zero days of float. Total Float (Total Slack in Microsoft Project) is the amount of
days an activity can be delayed without effecting the completion date of the overall project. Activities
with small Total Float values are approaching the critical path.

Identify critical path and near critical path activities with your project team to see if adjusting your effort
to focus on these activities is feasible. Critical path is easily identified in Microsoft Project using the filter

or highlight option under the view ribbon.

Figure 15: Identify Critical Path and Float Using Microsoft Project

Critical Path is easily identified by using custom highlighting shown below.

IE“ =, R US5_Template.mpp - Microsoft Project ‘Gantt Chart Tools
Task SCL Resource Project Developer Acrobat Format
Eﬁ E 'El Netwaork Diagram ~ EE _=3 Resource Usage ~ El Sort ~ & critical m Timescale:
& calendar ~ ‘;ii& (el Resource Sheet - | B4 Outline § 7| Custom
=1 =
| Gantt | Task Team m=
Chart | Usage ~ 2L Other Views ~ Planner ~ 8 Other Views ~ =l Tables - || BZ| Completed Tasks
Task Views Resource Views pq Critical
oo o
Incomplete Tasks
o Task Name  |Juration Stant Finish . |Predeces| pilestones L
lov}
1 = Planning 80 days| Thu1/313|  Fridean3 summary Tasks
- Task Range...
2z Start project 0 days Thu 11313 Thu 11313 Tasks needing Status Update
3 Review Initial Programn| 10 days|  Thu1/3/13] Ved 1/1613]2 Tasks With Estimated Durations
4 Frepare DB 10days| Thu1A7A3| Thu 131133 Using Resource...
5 Prepare/ssue MOAs a:|  Sdays|  Frizi1i3)  Thu27raj4 A Clzar Highlight
g | i i 5
6 Preparefissue MOA SP 10 days Fri2/&i3 Fri 2i22M13 % New Highlight Filter...
T Conduct Geotechnical s, 10 days  Mon 22513 Fri3fe/3|6 = ! .
8 Conduct Archeology Re| 10 days| Mon /11113 Fri /2213 7 More Highlight Filters...
9 Review Site Utilities Exi Sdays Mon 32513 Fri 3/28/13|8
10 Planning complete (pha 0 days Fri 328113 Fri 3/28/13|9
11 - Design 194 days Fri 22313 Tue 1714
12 Begin Design Phase 0 days Fri 22313 Fri 2231310
13 Conduct Degign Phase 1 day Mon 41113 Mon 4113|112
The float is easily identified by adding the ‘Total Slack’ column in Microsoft
Project.
Task Name . |Duration . Start o |Total slack -
= Projectl 15d Tue 10/28/14|0d M
a 5d Tue 10/28/14 0d
b sd Tue 11/4/14 0 d
C 5d Tue 11/11/14 0d
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2.5. Create Financial Plan

Now that all of the major elements of the Project Management Plan have been defined, it is time to
determine how much the project will cost. The Project Manager collects estimates from team members,
making sure all of the financial plan components are included in the final plan. The steps for creating a
Financial Plan for a project are illustrated below.

. Estimate Establish
Estimate Estimate Apply Cost

) Non- .
Construction Contingency Schedule Accounting
Methods

Construction .
Costs Costs Reserve & Inflation

Tools, Tips and Templates

Financial plans must provide required baseline data
While the financial plan is flexible in format and content, it must provide enough detail to support
the cost data required in the Project Plan Approval template.

Contingency must be identified
Even the simplest projects have some uncertainty. Every project should identify Contingency
reserve as part of the project estimate.

Cost Management Template
@ An alternative to managing a cost loaded Microsoft Project schedule, this template allows you to
record Project Plan cost estimates and scope changes. It provides tools to help you forecast costs,
do rough earned value analysis, and manage budget and contingency reserves.

Contingency Estimating Tool

Used to assess the risk and uncertainty of a project in several common categories, leading to a
suggested contingency reserve percentage that is applied to the base cost to determine the
Contingency Reserve. Ultimately, the Project Sponsor and Project Manager need to determine
what is appropriate for the project. Many factors must be considered, and professional judgment
must be applied.

Use multiple techniques to verify estimates
Most of the cost estimates for a project are provided by people other than the Project Manager.
Project Managers verify each estimate using professional judgment and expert advice from other

sources. Using multiple techniques and sources to estimate a body of work allows you to compare
estimates and build higher confidence in estimate accuracy.

Consider consultant support for estimating large projects

Estimating costs on large projects requires special expertise. It is often useful to get consultant
support. Consultants often have more experience with projects similar in scale, and can use
historical data to develop more accurate estimates.

e Estimating Technigues Training Video (TenStep)
e Estimating Techniques (TenStep)

Figure 16 illustrates the components of a typical design-bid-build public works project cost estimate.
Several terms are used to describe the sum of these components. These terms are defined in more detail
in Table 11. Some interpretation is necessary to apply this guidance to different types of projects, but
many terms (Base Cost, Total Cost, Estimate at Completion, etc.) are consistent across all projects.
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Figure 16: Cost Estimate Components
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Note: For projects that are not bid out as public works contracts, the Construction
Contract Amount may not be applicable.

Table 11: Cost Estimate Summation Terms

Summation Term Calculation Description

Construction Contract Amount Line Item Pricing Estimated value of the Public Works
+ Sales Tax Contract.

Construction Cost Construction Contract Amount Construction Cost includes everything
+ Crew Costs necessary to build the end product. It
+ Other Construction Costs does not include all of the effort to

define the product to be constructed.

Base Cost Construction Cost The sum of all cost on the project

+ Non-Construction Costs before contingency and inflation.
Total Cost Base Cost The expected cost of the project in

+ Contingency Reserve today’s dollars.
Estimate at Completion Total Cost (adjusted for inflation) The expected cost of the project. The

Estimate at Completion is used to
communicate expected cost and to
establish the baseline and budget for
the project.

2.5.1. Estimate Construction Cost

Construction Costs include contractor construction costs (if applicable), sales tax, crew construction costs,
and other miscellaneous construction costs such as materials, permit fees, construction surveying, and
construction materials testing. These costs are typically estimated by the Project Team, a consultant, or
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other team member specializing in cost estimating. See Section 2.5.6 for instructions on how to use the
Cost Management Template to help develop the Construction Cost estimate.

A. Line Item Pricing

Construction Line Item Pricing is typically developed by the Project Engineer as the design details are
developed. It involves breaking down construction elements into units, quantities, and lump sums for
public bidding.

Use percentages to account
for lack of design detail

Complete line item pricing may not be
available until 90% of the design is
complete. To obtain a complete estimate
of the Construction Contract Amount, add
a percentage to cover the estimated cost
Many factors influence the level of unknown costs in line item of construction scope that can't be
pricing. Table 12 provides some rules of thumb, but this is not quantified.

meant to substitute for professional judgment and experience.

item pricing, use comparative or elemental cost estimating
approaches. See A.2 Cost Estimating Approaches and TenStep
estimating Techniques for additional details. When using these
techniques, it is important to understand what is and what is
not included to avoid double counting items.

Early in the project, when design detail does not support line o

Table 12: Estimating Unknown Construction Details

Project Typical Estimate Percentage Guidance

Milestone Class

BIP Class 5 Already included in historical data / actual costs from similar projects
Project Charter Class 4 Already included in historical data / actual costs from similar projects
Project Plan Class 3 Already included in historical data / actual costs from similar projects
30% Design Class 3 15-25% of Construction Line Item Pricing

60% Design Class 2 5-15% of Construction Line Item Pricing

90% / Final Design | Class 2 /1 0%

B. Sales Tax

Multiply the Construction Bid Amount by the applicable sales tax rate to obtain the estimated sales tax. If
the Construction Bid Amount is based on historical data or the costs of similar completed projects, make
sure sales tax isn't already included in the historical data.

C. Crew Costs

Crew construction costs are typically provided by a Project Engineer who coordinates with crew leads,
creating work orders for the work to be performed. Early in the project, historical data or the costs of
similar completed projects may be used to estimate crew costs. Make sure you understand all of the costs
included in historical data so that cost components are not double counted.

D. Other Construction Costs

Additional costs to construct, manufacture, or install tangible, depreciable facilities or assets need to be
estimated. Use Table 13 to help identify items relevant to the project.
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Table 13: Examples of Construction Costs

Other Construction Costs

e City Light equipment used for construction

e Installed equipment

e  Construction materials

e Computer equipment or software purchased for a project

e  Permit fees

e Mitigation and restoration

e Testing equipment for a specific project

e Vegetation management costs for one year after costruction
e Property purchases or rights acquisition

2.5.2. Estimate Non-Construction Costs
Non-Construction Costs are the labor and administrative o

Estimate overtime and define
approval process

Internal estimates often include overtime.
Make sure you discuss overtime requirements
with estimate providers, and that the approval
process for adding additional overtime is clear
estimated. to all people involved in the work.

costs to plan, design, deliver and support the project. The
Project Team estimates these costs by estimating their
effort to produce the deliverables defined in the Work
Breakdown Structure. Project Managers ensure 100% of the
work identified in the Work Breakdown structure is

Ensure that a team member or team lead is responsible for each estimate. Estimators must commit to the
final estimate, understand assumptions and uncertainties, and provide regular status updates on the
progress against estimates.

Table 14: Examples of Non-Construction Costs

Non-Construction Costs

e Planning, engineering and design labor e  Procurement document preparation
e Alternatives analysis e Bid package preparation
e  Project management e Bidding services
e  Project scheduling and cost estimating e Construction management and inspection
e Commuinications management and e Engineering services during construction
outreach e Materials testing
e  SEPA and environmental review process e Testing and Commissioning work done by
e Building and environmental permit City Light staff and consultants
research and application development e As-built and record drawings
e Real estate services labor

Early in the project, before forming the project team, you may use percentages to estimate non-
construction costs, or use actual costs of similar projects to estimate total project costs.
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Planning TN

2.5.3. Estimate Contingency Reserve

A complete project budget includes the estimated costs Contingency may exceed 20% for

plus unknown costs due to project uncertainty and risk. some projects

These unknown costs are accounted for in a Contingency . ) )
Projects may require contingency percentages

Reserve. above the 20% recommended by the
Contingency Estimating Tool. This may be due to
Use the Contingency Estimating Tool to analyze project extreme risk, or lack of scope definition. Use
complexity, unknowns, and constraints. The tool suggests professional judgment and expert opinion, and
the required project contingency percentage. Apply that coordinate with the Project Sponsor to determine

percentage to the Base Cost to calculate the Contingency an appropriate percentage.

Reserve. Use a percentage to calculate contingency

reserve for all estimates up until the Project Plan is approved. After Project Plan approval the Contingency
Reserve becomes a fixed amount managed throughout the life of a project.

Contingency Reserve = Base Cost x Contingency Reserve %

The entire project contingency is expected to be spent by end of project. Managing the use of project
contingency is the responsibility of the Project Manager and Sponsor, with reporting to senior and
executive management.

2.5.4. Apply Schedule and Inflation

A primary objective of the Financial Plan is to estimate . .
the time phased spending for the project. There are Use UI Planner to apply inflation
many ways to achieve this objective, but it involves
tying the schedule and the cost estimate together. This
can be accomplished using tools like Microsoft Project UI Planner produces the Estimate at Completion for
or by using the Cash Flow tab on the Cost Management g project. If you are creating estimates outside of

Spreadsheet. UI Planner, obtain inflation rates from Finance.

UI Planner takes an estimate in today's dollars and
applies inflation rates that are approved by Finance.

The Estimate at Completion is the team’s estimate of the eventual cost of the project. This is the amount
that is approved through governance and becomes the baseline. This figure is equal to the Total Cost
after the schedule has been applied, adjusted to take into account inflation.

Estimate at Completion = Total Cost + Inflation
When costs are entered into UI Planner, the system automatically adds inflation according to guidelines

set by City Light Finance. While not as detailed as the functionality in UI Planner, the Cash Flow tab on the
Cost Management Spreadsheet allows you to set a rate for annual inflation.
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2.5.5. Establish Cost Accounting Mechanisms

Associating actual cash spent to items that you have estimated
allows you to monitor and control project costs. This can be

Use a Project Accountant if
available

difficult due to system limitations at City Light. Ideally, you

should be able to identify the planned and actual cost for each
major item in the Work Breakdown Structure. This allows you to
compare planned to actual costs, helping to improve the
accuracy of the Estimate at Completion. In addition to
monitoring and controlling project costs, a project may need to
isolate certain costs for reimbursement to other agencies or

funding sources.

Some groups have specialists to help set
up and monitor cash spending on the
project and apply it against the project
plan. This is a valuable resource that
allows you to focus on other important
aspects of project management. Ask your
supervisor, and determine if someone is
available to help on your project.

Establish techniques and coding practices before you begin executing the plan. Communicate coding
expectations with the project team, and make sure cost accounting mechanisms are set up to help you

successfully monitoring your project costs.

2.5.6. Building a Financial Plan using the Cost Management Template

The Cost Management Template allows
Project Managers to build a complete
financial view of a project. It also provides
tools to monitor performance against the
plan (see Section 3.6). The technique is based
on estimating costs against the project
team’s Work Breakdown Structure detailed in
Section 2.1.

A. Construction Contract Cost

The 'Construction Contract’ tab of the Cost
Management Template accommodates
entering Line Item Pricing, Sales Tax, and
estimating unknown construction details. You
may not have detailed line item pricing early

Using Microsoft Project is preferred

The Cost Management Spreadsheet allows you to spread the
cost of the project over time, but it isn't linked to a schedule.
Using cost loaded Microsoft Project files eliminates the manual
process of spreading the costs over time. As the schedule
changes, the cash flow automatically adjusts. However, doing
this requires expertise and precision in Microsoft Project. Using
Microsoft Project in conjunction with UI Planner will also
include inflation assumptions set by City Light Finance.

Only edit light green cells

The Cost Management Template includes many formulas. As a
general rule, you only need to edit the cells highlighted in light
green. If it isn't green, it is likely a formula.

on. Use the sheet to break down to construction costs in a way that makes sense for your project. If you
have another template, you may paste that in to the template and use it instead.
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Figure 17: Estimating Construction Contract Costs Using the Cost Management Template

1.000.000.00 1.000,000.0

Subtot 1,000,000.00

SUGTT 1,000,000.00

1,000,000.00

e

The Construction Contract Amount is linked to the ‘Project Plan’ tab.

Project Work Breakdown Structure nount.}
The Phases and Work Packages entered on this
- c = Contractor | At
ID |sheet will automatically populate the "Scope P =
Changes” and "Tracking™ sheets. aymen
8
9
1 Construction
2 Contractor Work 1000000"
3 Contractor Management

B. Costs for Executing the Project Plan

The 'Project Plan’ tab breaks down a project using the Work Breakdown Structure and major resource
groups that can be isolated through cost accounting mechanisms established in Section 2.5.5.

Use the Column headings to isolate team members, work groups, contractors, major purchases, and
consultants as shown in Figure 18. Use fully loaded hourly rates, and include overtime assumptions to
establish a blended rate for estimating purposes. If you are entering estimates as dollar amounts instead
of hours, use $1 for the rate.

Figure 18: Establish Major Resource Groups and Rates

EIZS ': Tr;ltzr_e;:lozn this Project Su Crew Design Contractor
P pe Engineer ey Consultant Payments
heets.
| |
Cvertime Hate 5150 50 30 50
Qvertime % 10% 0% 0% 0%
Reqular Rate 5100 5400 51 51
Rate Used in Calculations 5105.00 5400.00 51.00 51.00
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Enter the Work Breakdown Structure along the left column, and enter estimated hours and costs to build
the project cost estimate as shown in Figure 19. The Cost for Contractor Work is automatically linked from

the ‘Construction Contract’ tab.

Figure 19: Estimating the WBS by Major Resource Group

INE Fnases ana Vork
Packages entered on this sheet
ID  |will automatically populate the
"Scope Changes” and
“Tracking” sheets.

Project Survey Crew Design Contractor
Engineer y Consultant Payments

Develop 30% Design 20 5 25.000 I
Develop 60% Design 100 b 25,000 1
Construction
Contractor Work "5 1,000,000

C. Apply Schedule Assumptions to Estimates

The 'Cash Flow' tab uses percentage estimates to spread the remaining project costs over time. Use your
knowledge of the schedule to enter appropriate percentage estimates. Entering the current year, accurate
spend to date figures, percentages, and inflation rate assumptions will provide you with a forecasted cost

for the project.
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2.6. Review and Approve Project Plan

Approving the Project Plan sets the baseline for the project. It establishes realistic, team-based
expectations for cost, schedule, and scope performance. This section provides guidance on how to
prepare a Project Plan for review and approval by the Project Sponsor.

Collect Project
Plan
Documentation

Tools, Tips and Templates

Project Plan Approval template required

Template to capture critical data about a project for use in key performance indicators and
variance reporting. It acts as a cover sheet, summarizing the components of the Project
Plan that are the basis for the data. This document is required for each Project Plan
approval.

Submit for
Approval

Team Approves

Project Plan Update Baseline

Project Plan Review Checklist
Optional checklist to assist with the review and approval of a Project Plan.

2.6.1. Team Approves Project Plan

The Project Plan is a collection of documents from the planning process group. Ensure that the project
team supports the plan before requesting approval. The Project Manager is committing to delivering the
project as planned, and it's important to have confidence in the team’s ability to deliver.

2.6.2. Collect Project Plan Documentation

The Project Plan Approval document lists the source documents used in the Project Plan. The template
lists documentation commonly included in the review. Each project is unique, so include any
documentation that is important to send through for approval. Create a PDF of all documentation so that
the entire plan is contained in one electronic file.

2.6.3. Submit Baseline for Approval

Use the components of the Project Plan to complete a Project Plan Approval document. This document
establishes a clear baseline for your project, and documents all of the supporting plans used to generate
the estimates. Send the Project Plan Approval document and key Project Plan documents to the Project
Sponsor for review and schedule a review meeting if necessary. Project Sponsors may use the Project Plan
Review Checklist to guide their review.

| w

2.6.4. Update Baseline Project View Developer Acrobat Format

mwm g Status Date:

HF12nna |
etween WBS Change Calculate

The Project Plan approval process is the primary way to

set the baseline for the project. Keep a master copy of the ecs 7 WorkingTime | Prolect Lol
Project Plan documents in the project file as an official :

R . = Clear Baselin |
record of the project baseline, and update the schedule - puration,, | ~smr—oTFmEh |[]
baseline in Microsoft Project if applicable. 1704 £ 7/11/14 Thia/s/is
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Process Group 3 - Execution

Now that the project is clearly defined, you are ready to execute the plan. During execution, the
deliverables are physically built and presented to the customer for acceptance. Examples of deliverables
are 30/60/90 Design, and the physical assets created by the project. While each deliverable is being
developed or constructed, a Project Manager monitors and controls the progress and quality of the work
against the plan using the processes and tools described in the Execution Process Group.

Tools, Tips and Templates

Regularly Communicate Project Status
Project Managers must regularly communicate status to the sponsor and stakeholders.

Use a Status Report or regular status meetings. Tailor your communication to meet the
audience and demands of your project. See section 2.3 for details on communications
planning. Document your approach in the Charter or Communications Plan.

Project Status Report
Template for communicating project status

Project Status Meeting Agenda
Agenda template for monthly project status meetings

Lessons Learned Site

As you execute a project, you may learn things that are valuable to share across the
department. Document significant learnings on the lessons learned site as soon as you
learn them as opposed to at the end of the project when details might be forgotten.

Fundamental Status Reporting (TenStep video)
Video training outlining tips for effectively communicating status.
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3.1. Change Management

This section describes how a Project Team monitors and controls changes within a project. Changes add,
delete, or modify project work, and can be approved or rejected. The change modifies the project scope,
or intentionally delays or expedites the schedule. A change may result in a variance from cost or schedule
estimates. Change Management processes help protect the project from unnecessary changes that
negatively impact project success, and promote thoughtful and informed decision making by the Project
Sponsor.

Update

Obtain Project Project
Sponsor Management

Approval Plan &

Identify
Benefits, Review &
Impacts, & Evaluate
Alternatives

Implement

Tools, Tips and Templates

Change Management is required

Managing the project to avoid scope creep, making sure only beneficial changes are
proposed for Sponsor approval is mandatory. Recording change requests helps to identify
causes of variance, and ensures that project changes are properly analyzed and funded.

Change Request Form
Template for documenting a change request and the analysis of the request

Change Register
Excel template for recording and tracking project risks (tab 1), issues (tab 2), and changes

(tab 3).

Change Orders to Public Works Contracts

You may evaluate changes to public works contracts using the techniques in this section,
but the change order policies published by the Department of Finance and Administrative
Services must be followed for these changes. Many contract change orders are not actually
project scope changes, but are contractual changes to cover changed conditions or design
oversights and omissions. These changes are often covered using Contingency Reserve.

e Scope Change Management Technigues (TenStep)

& © ¢l

3.1.1. Identify Benefits, Impacts, and Alternatives

The first step in the change process identifies and

documents the benefits, impacts, and alternatives o Avoid Over Analysis
for the change. Teams use the Change Request
Form to help document the request, and perform
additional research necessary to fully understand
and evaluate the request.

You may not need to complete the change request
form for all changes, but you should at least record the
change in the change register. Scale the process to
meet your project needs. Completing a change request
may uncover unexpected impacts. If the change results

Ideally, changes to the project are decisions made in added costs, the Project Sponsor needs to find

by the organization based on thoughtful analysis. additional budget to pay for it, and the Project
Sometimes external factors force changes to the Manager is responsible for recording the change.
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project scope, schedule or cost. In these situations, the change management process is used to document
the change after it has occurred, providing a historical record of the change and its impact on the project.

' Batch Small Change Requests

3.1.2. Review and Evaluate g for Approval

The Project Manager leads the evaluation, investigating the It is not practical to bring every small
change request, identifying the reason for it, making sure change to the Project Sponsor for
benefits, impacts, and options are well documented, and approval. However, the cumulative

impacts of small changes can have a major
impact on the project. Collect small
changes together, evaluate their impact
and benefits, and present a set of them to
the Project Sponsor for approval.

building consensus across the team. The Project Team helps by
providing expertise to help create a well-informed analysis. The
change request is logged in the change register.

3.1.3. Obtain Project Sponsor Approval

' Large changes may require
If the team decides to pursue the change, the Project Manager s preliminary approvals
routes the Change Request through the Project Sponsor for
approval prior to incorporating the change into the Project
Plan.

A large change may require extensive
work to evaluate. It may be necessary to
submit a change request just to cover the
time and cost to evaluating the change.

3.1.4. Update the Project Plan and Implement

The Project Manager saves the Change Request Form in the project file, updates the Change Register, and
communicates the decision to the team. Approved changes may impact elements of the planning effort,
including the Schedule, Financial Plan, Scope Plan, and Risk Plan. These documents should be updated
after change approval.

A. Document Changes to the Baseline

If the scope change adds cost to the project, the Project Sponsor must adjust the budget to
accommodate the change because scope changes are not covered by Contingency Reserve. Review the
Project Plan Approval document, adjust it to accommodate the approved change in tracked changes
mode and submit it to the Project Sponsor for approval.

B. Coordinate Changes with the Project Team

Changes often add work to the project. A project manager ensures that resources are available to perform
the work and that they are aware of the impact to their workload. Depending on the change, this may
require coordination with resource managers.

C. Update the Risk Plan

Changes to the project may introduce new risks or eliminate others. Work with your team to make sure
the current Risk Plan takes into account the change.

D. Update the Scope, Schedule, and Financial Plan

If the change impacts the duration of any schedule item, or adds additional work packages or activities,
the Scope, Schedule, and Financial Plans must be adjusted to reflect the new plan. Figure 20 provides
detailed instructions for updating the Financial Plan using the Cost Management Template.
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Figure 20: Updating the Cost Management Template after Scope Changes

Scope Changes often require additional budget approval for the project. The
‘Scope Change’ tab on the Cost Management Template is used to record
approved Scope Changes. Enter each scope change on a different column, and

associate the costs to WBS items.

Develop 60% Design
Develop 90% Design
Construction
Contractor Work
Caontractar Management

e e soaeeoe e = =
Scope
Phase\Work Package Name Change 1:
Add 3 Blocks

Qvertime Rate 5-0
Overtime % 0%
Regular Rate 1

Rate Used in Calculations §1.00

Design

5,000
5 6,000

100,000

The changes are linked to the ‘Monitor and Track’ tab where you will see the

adjustments added to the budget.

Execution

Original Approved Current
ID|Phase\Work Package Name Base.llne Scope fr==biz
{Project Changes (Budget at
Yy Plan) mpletion)
Other -
Develop 0% Design 5 355000 5 5,000 §% 40,500
Develop 90% Design L - L 6,000 §% 6,000
Construction
Contractor Work $ 1,000,0000 5 100,000 §5 1,100,000
(tAmtrastsr Blanaanmaaet T
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3.2. Issue Management

Issues are events that have occurred and affect the ability of the project to produce the required
deliverables. An Issue Management process helps teams identify, analyze and respond to issues before
they severely impact the project. The issue management process is described below.

Prepare Monitor &

ey AENES Response & Control

Issue Issue

Action Plans Issue

Tools, Tips and Templates

Z Issue Register
@ Excel template for recording and tracking project risks (tab 1), issues

(tab 2), and changes (tab 3).

Keep the Project Manager informed of issues

It is important that the project team communicate issues to the Project
Manager early and often. The Project Manager helps make sure the
issue is within the scope of the project, the right people are part of the
solution, and the solution is incorporated into the Project Plan.

3.2.1. Identify Issue

Project team members identify issues as they arise. Use Project Status Meetings as an opportunity to
identify new issues. The Project Manager documents the issues in the Issue Register.

3.2.2. Analyze Issue

The Project Manager and team investigate the issue and determine its impact on the project objectives,

considering the following questions:

e What deliverables are affected by the issue?

e Are schedule and resource commitments affected by the issue?
e Does the issue affect cost estimates?

e Are quality targets affected by the issue?

Record the issue priority in the Issue Register.

3.2.3. Prepare Response & Action Plans

After the issue is analyzed, the project manager and team determine the appropriate response strategy,
assign the issue to an individual for resolution, and record expected resolution dates.

3.2.4. Monitor & Control Issue

Project Managers monitor and control issues by:

e Team review of issues on a regular basis to ensure that actions are being taken to resolve them
e Keeping all Issues up-to-date in the Issue Register

e Including Issue Management as an item at Project Status Meetings
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3.3. Risk Management

Risk Management is the process of identifying, analyzing and preparing responses for newly identified
risk, monitoring previously identified risks, and evaluating the effectiveness of executed risk responses.

Document
Changes &
Adjust Plan

Identify New Re-evaluate Risk Monitor Response

Risks Ratings Strategy Status

Tools, Tips and Templates

Z Risk Register
@ Excel template for recording and tracking project risks (tab 1), issues (tab

2), and changes (tab 3).

Manage risk outside of meetings

While it is helpful to revisit risks during team meetings, do as much work
outside of meetings as possible. Use one-on-one meetings to get updates
from risk managers. Use team meetings when the risks involve or impact
several team members.

3.3.1. Identify New Risks

Project team members identify risks as they arise. Use Project Status Meetings as an opportunity to
identify new risks. The Project Manager documents the risks in the Risk Register.

3.3.2. Re-evaluate Risk Ratings

Re-evaluate and document changes to risk ratings of previously identified risk events to determine the
relevance at the current stage of the project. Consider the following Questions:

e Has the project risk event passed?
e Has the risk occurred, and is it now an issue?
e Has the impact or probability rating for a risk event changed?

3.3.3. Monitor Response Strategy Status

Risk managers report on the effectiveness of the risk response strategy and update the Project Manager
on status regularly. Consider the following Questions:

e Are the response strategies on track?

e Are the response strategies still cost effective?
e Is overall project risk being reduced?

e Has the risk occurred and become an issue?

e Has the risk triggered a change request?

e Is the risk no longer significant?

3.3.4. Document Changes & Adjust Plan

Edit the risk information in the Risk Register to reflect the current status of the risk and adjust the Project
Plan if necessary. Management of Contingency Reserve is related to risk, and is detailed in Section 3.6.

Updated on March 5, 2015 Page 50 Feedback: http.//seattlepm.ideascale.com/
SCL PMO@seattle.gov




http://seattlepm.ideascale.com/

mailto:SCL_PMO@seattle.gov

http://lc375sp/CSED/PMQI/ProjectFiles/Risk%20Issue%20Change%20Register.xlsx

http://lc375sp/CSED/PMQI/ProjectFiles/Project%20Status%20Meeting%20Agenda.docx



Execution

3.4. Communications Management

Communications Management involves acting on the communications plan and keeping all stakeholders
informed on progress and key issues. Use the tools and tips below to help you manage project
communications.

Tools, Tips and Templates

Communication Event Register

Schedule and track communication events and activities using the event register. This
helps by centralizing your communication events and allows you to more easily gauge if
you are covering the strategy outlined in your plan.

Project Status Report
Use the Project Status Report to proactively communicate project status to all project

stakeholders. The report communicates progress against the project plan, identifying
factors influencing the success of the project.

Use status reports in one on ones

The status report is a great tool for guiding conversations with employees. Supervisors
can use them in their one-on-ones with Project Managers. This allows you to pinpoint
problem areas before the meeting. It also shows the Project Manager that these reports
are valuable and useful, and reinforces their efforts to keep them up to date.

e Fundamental Status Reporting (TenStep video)
Video training outlining tips for effectively communicating status.
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3.5. Scope Management

Scope Management involves monitoring the project deliverables to ensure they are completed and meet
the quality specified in the scope. Change Management (see Section 3.1) is also a form of managing
scope.

Monitor

Verify Deliverable Verify Overall

LIRSS Completion & Product

Acceptance Requirements

Deliverable

Requirements CIEER

3.5.1. Monitor Deliverable Requirements

Deliverable requirements and recipients are documented in the Scope Plan. Work with deliverable leads
and recipients to make sure the deliverable expectations are still aligned with what was defined in the
Project Plan and the WBS Dictionary.

3.5.2. Manage Scope Creep

When changes to the project scope are made without proper review through Change Management (see
Section 3.1), it can create many unexpected problems. Team members may add scope items to ‘improve’
the final product, and forget to take into account the cost or time impact of these additions.

There are no shortcuts to managing scope creep. The Project Manager must establish good relationships
with their project team. Check in regularly to see what work is being performed and where ‘extras’ might
be creeping into project scope.

3.5.3. Verify Deliverable Completion & Acceptance

As deliverables are completed, the team must verify that they meet the requirements of the recipient as
outlined in the scope plan. Verification is performed by the Work Package lead, and then the Project
Manager records the deliverable as complete and accepted.

3.5.4. Verify Overall Product Requirements

At each monthly status update, the project manager reviews whether the project is still on track to
produce a product that meets the overall product requirements. If not, changes need to be made to
adjust the project scope or adjust the product requirements.
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3.6. Cost Management

The following diagram depicts the Cost Management process of monitoring and controlling costs within a
project.
Update Actual L'\J/T;I:: 8eL Monitor &
Process Costs Costs & & Control Cost

Contingenc .
Progress sency Variances
Reserve

Tools, Tips and Templates

Monitor baseline budget balance
Project Managers must be able to measure the baseline budget against their current forecast
at all times, utilizing contingency to stay within limits.

Regularly update UI Planner forecasts
UI Planner is the system of record for forecasted project costs. It is essential to keep it up to
date on a monthly basis.

Cost Management Template

An alternative to managing a cost loaded Microsoft Project schedule; this template allows
you to record Project Plan cost estimates and scope changes. It provides tools to help you
forecast costs, perform rough earned value analysis, and manage budget and contingency
reserves.

¢ [

Cognos CIP Portal
Cognos reports providing actual cost data.

e Cost Management Video (TenStep)

e Budget Management Techniques (TenStep)

e  Get a Project Back on Budget Techniques (TenStep)
e Trouble Signs for the Project Budget (TenStep)

3.6.1. Process Costs

Cost may accumulate on a project when the project number is established in the financial system. Costs
may be generated in the following ways.

Regularly review financial

Professional Services: Project team members code and submit
reports for unexpected costs

invoices for professional services to Accounts Payable. These
invoices are usually from consultants managed by the Project
Manager but may also be services managed by team members
as an extension of their work on the project.

The Project Manager does not approve all
charges to the project. Check reports
regularly to ensure that the charges are

accurate and as planned. Unexpected
Construction Contracts: Construction Contract payments are charges may be the result of coding errors

submitted and managed by Construction Management team or scope creep on the project.
members. Project Managers receive a copy of these payments
when submitted.

Vendor Invoices/Purchases: Most invoices are routed to the project manager for approval. They may be
charges for materials, permit fees or vendor services. There may be some minor charges that are
approved by others.
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Labor Costs: All project team members complete timesheets using agreed upon accounting codes
established as part of the Financial Plan (see section 2.5.5.) At SCL, these costs are not approved by the
Project Manager before they are processed.

3.6.2. Update Actual Costs and Progress

The financial plan sets the cost baseline for the project. During execution, manage how the project is
performing against the baseline. To do this, you must compare actual costs to estimates, and you must
estimate how much of the work has been accomplished or how much remains.

Summit, the City's financial system, records actual costs incurred by the project. The Project Manager
ensures cost accounting mechanisms agreed to during planning (Section 2.5.5) are followed, and no
inappropriate charges are being attributed to the project.

The other regular update is the Percent Complete or Estimate to Complete for each item in the Project
Plan. The Work Package Lead estimates the percentage of work completed on the work package based on
how complete the deliverables is. Percent Complete is not the same as the Percent of Planned Cost Used
unless everything is going exactly as planned. Techniques for managing this information using the Cost
Management Template are described in Section 3.6.4.

3.6.3. Utilize & Manage Contingency Reserve

Tools, Tips and Templates

Monitor contingency reserve use versus progress

Contingency reserve is used to stay within budget after other options are eliminated. Keep
track of contingency reserve balance and compare it to the project progress. One technique
for monitoring contingency reserve using the Cost Management Template is illustrated in
Section 3.6.4. You may use other techniques, but monitoring is required.

When a Project Management Plan is approved the baseline cost figure includes Contingency Reserves. If
cost overruns occur or medium or low impact risk events occur, Contingency Reserve funds are used to
stay within budget.

Management Reserve is funding outside of the project budget intended to address approved changes in
project scope, and the impact of large risks to the project. The Management Reserve is managed by the
Project Sponsor or executive management and requires their approval to use. At City Light, Management
Reserve is not estimated for each project, and it is not set aside as a unique fund. The funding is obtained
by making portfolio adjustments, moving funds from other projects to cover the additional cost. Table 15
outlines the differences between Contingency and Management Reserve.
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Table 15: Differences between Contingency Reserve and Management Reserve

Contingency Reserve Covers Management Reserve Covers

e Planning and estimating errors and omissions e Scope changes

€I (50 Uiy e  Extraordinary, unanticipated events such as

e Unexpected work required to meet agreed labor strikes or natural disasters

SCope e Extreme planning and estimating errors that put

e Unexpected variations in market and the project budget in jeopardy

e e High impact risks identified in the plan but too

e Small and Medium scoring risks identified in the large to include in the project budget
Project Plan

Check the Contingency Reserve balance regularly to ensure adequate funding is available to complete the
project. Monitor the reserve percentage used and compare it to project progress as shown in Table 16. As
reserve use percentage begins to deviate from the percentage of the project complete consider
requesting additional funding, making project adjustments, or releasing Contingency Reserve if there is an
excess. Take into account the remaining risk on the project.

Table 16: Contingency Reserve Balance Analysis

Insufficient Reserve ‘ On Target Excess Reserves

Percentage of Project Complete 50% 50% 80%
Contingency Used 80% 50% 50%
Variance -30% 0% +30%

3.6.4. Managing Costs and Contingency Using the Cost Management Template

Use the Cost Management Template as an alternative to managing a cost loaded Microsoft Project
schedule. The spreadsheet allows you to track actual costs, record progress, and apply contingency to
cost items. It also provides helpful tools to manage contingency and balance the project budget. This
figure outlines the basic steps to manage costs using the ‘Monitor and Track’ tab of the spreadsheet.

A. Update Actual Costs

Current | 4 ctualCost | %of | %Complete
Baseline E
(Update Planned Update
Aoimed monthly) Cost Used
Completion) monthly)
5 ‘1.[]00.[]00' $ 200,000 20% 10% §
[l no nos T
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B. Update Progress

The project team updates progress by either updating the Percent Complete or the Estimate to Complete
for each item in the financial plan. It is helpful to use both techniques with the team to verify accuracy.

Current .
line Actual Cost % of % Complete S Estimate to
(Update Planned Update - Complete
RO s e (Ev) P
Completion) monthly) ELC 4
$ 1,000,000 § 200,000 20% 10% 05 100,000Q 5 500,000 3

C. Use Contingency to Balance the Budget

Use the ‘Contingency Used’ column on the ‘Monitor and Track’ tab to balance out the variances calculated
from the provided information.

Actual Cost % of % Complete R Estimate to m Cost Variance | Contingency
| (Update Planned Update 7@1 Complete Completion 7&’ Used
y| monthly) |CostUsed| monthiy) (ETC) (EAC) —
0 5 200,000 20% 10% 3 100,000 § 900,000 $ 1,100,0008 % (100,000) §  100,000.00
Ll fw ﬂw a a a [yl [yl

D. Check on Budget and Contingency Status
Use the Contingency and Budget Monitoring tools at the bottom of the tab to keep the project on track.

Variance Management Budget Management
% of planned cost used 20% Budget at Completion {inflation not incl.} $1,150,000
% of contingency used 67 % Estimate at Completion (inflation not incl.) $1,150,000
Variance AT% Budget Balance $0
May have insuffiicient contingency Budget OK

3.6.5. Monitor & Control Cost Variances

The Cost Plan Spreadsheet provides an easy way to monitor projected cost variances against the budget.
As projected cost variances increase, the following questions should be considered.

e Why did the variance occur?

e Should a Lessons Learned be captured?

e What options exist for keeping the project within the budget?
e Is additional budget necessary?

e What is the recommended action proposed by the team?
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3.7. Schedule Management

A structured schedule management process assesses if the
project is on schedule. It helps to: Learn Microsoft Project

This framework only scratches the surface

e communicate the status of work
of Microsoft Project functionality. There

e anticipate the completion date of work packages and 7 Ty T EEHas o SdETES yE
phases skills in using this powerful software. Use
¢ identify the outstanding work required to complete project City Light's Lynda.com licenses to get
deliverables started, and look for training opportunities
that become available.
The following diagram depicts the processes to monitor and
control the schedule.

Collect Status
& Update

Manage

Analyze Schedule

Manage the

Variance Critical Path

Schedule Variance

Tools, Tips and Templates

At a minimum, manage project milestones
The Project Plan baseline approval includes major project milestone

estimates. Schedule management practices need to provide
estimated completion dates for these milestones.

e Importance of Critical Path Video (TenStep)
e Schedule Trouble Signs Video (TenStep)
e  Get Your Project Back On Schedule Video (TenStep)

The Schedule is tracked at the lowest level of detail planned. The lowest level may be a Work Package or
Activity, depending on the project. However, in this section, that lowest level of detail is referred to
generically as a task.

3.7.1. Collect Status & Update Schedule
The Project Manager collects status updates from task leads monthly. Task leads make status estimates,

understanding there may be several activities and multiple people working within an activity.

The Project Manager may collect status updates via email, in-person check-in meetings, project team
status meetings or any other way that works for the project team members. As status is collected, the plan
is updated.

There are several ways to do most every task in Microsoft Project. This section describes one technique.

A. Update the Actual start date

If the task owner indicates that the item has started, record the start date by either adjusting the duration
of a predecessor task until the start date for the task is correct, or adding the "Actual Start” column to
your schedules and entering the start date.
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Task Name

- |Duration Actualstart, Start .

= ExampleProject 221d Fri 7/11/14 Fri 7/11/14

Finish

-

Fri 5/15/15
Fri 5/15/15

-~ Design 221 L Eri i Fri 7/11/14
Begin Design 04 | sat 8/2/14 H sat 8/2/14
=Y RaA B ~fa H a

Sat8/2/14

il

Avoid entering dates directly into the start or finish columns. This creates unnecessary constraints on the

project.

B. Update percent complete

Collecting status on percent complete allows you to compare remaining
time with the work remaining. If the task is only 20% complete and the

Percent complete
can be misleading

duration set aside for the task is 80% used, investigate the discrepancy.

Percent complete can be selected on the task ribbon using buttons or by
entering it directly in the task information screen by double clicking the

task.
Resource Project View Developer Acrobat
= 4 Cut e dn | eee es s
_j ) alibri O« 254 504 754 |00% &3
Pant =3 Copy ~ - A — = vl 4
aste - | Sy o | 25 25 _
- - Format Painter wE ] N =
Clipboard Faont = Schedule

C. Update the Completion Date

Asking team members to
estimate percent complete is
usually highly arbitrary. Try to
manage the schedule by due
date. Ask the team when the
work will be done. This provides
more realistic estimates and
also establishes a commitment
by the team member.

Activity Leads provide new estimated or actual completion dates for tasks every month or more
frequently, if necessary. This information allows a Project Manager to better predict completion dates for

tasks.

Do not type completion dates directly into the finish column. Instead, adjust the

duration of the task until the completion date is accurate.

=3 [ -
|Gar|tt| Paste A topy

[ =T A

T T e T e T LY T T 1o
= Design

ooy
120 days Ye: 1M:No

Start Design (usually same a

Prepare Project Managemelg
PhAP frr for Diasicin O e e seetee
——

10 days
Fri 4120M 10

rrErrratd

Fri 7210

Fri1A540 ‘imsnu
on 11840 1729010

Fri41r2aM0

Chart = - - Format Paintd

Custom

Calendar

Gantt Chart

Leveling Gantt

3.7.2. Analyze Variance

The current schedule may be compared to the baseline by using the Tracking
Gantt feature in Microsoft Project. Activating the tracking Gantt will display
current schedule with colored bars where the baseline is displayed below in gray.
Specific dates for baseline start and finish dates can also be viewed by inserting

"Baseline Start” and "Baseline Finish” columns into the task list.

Comparing baselines with estimates allows you to identify where extra attention

might help the project move along efficiently.

leF
Multiple Baselines Gantt n
MNetwork Diagram i
Resource Sheet se

Resource Usage rot

vy

Resource Graph
IZZ§

Task Usage

1.9 g ct
Built-In % |
Team Blanner % |
Timeline o4 |
v | Tracking Gantt |
3 Save View.. Gl
5‘ More Views... ap

T
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3.7.3. Manage the Critical Path

Focusing effort towards tasks that have the most impact on the project schedule is a fundamental project
management technique. Tasks that directly impact the project completion date are called critical path
tasks. When possible, effort should be shifted from non-critical path tasks to critical path tasks.

Identify critical path tasks and work with your project team to see if adjusting your effort to focus on
critical path items is feasible. Critical path tasks are easily identified using the highlight feature in
Microsoft Project.

|
Developer Acrobat Format

g Resource Usage ~ Al i—| J"\. 2 Highlight: | Eritical |T| Timescale:
E Resource Sheet j J “F Filter: Custom

§ Other Views ~ Sgrt OUtvaE Tabvles Group by: | [Mo Highlight]

source Views Data Adtive Tasks

-

Completed Tasks
Critical l} E
Duration . Start Finish Dacos in

Ty,

3.7.4. Manage Schedule Variance

As schedule variances occur, review the project with your team to help make decisions about corrective
actions or options for proceeding. Consider the following questions in the review:

e Why did the variance occur?

e What options exist for bringing the project back on schedule?

e What is the impact on the schedule variance?

e What is the recommended action proposed by the team?

e Has the variance and any proposed change in In-Service Date been reviewed by the Project Sponsor?
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Process Group 4 - Closeout

Project Closeout is an important step, ensuring that the project deliverables are transitioned properly and
key project learnings and results are documented.

Completg End Bulsliel e Or'ganlze Project
of-Project Files and Close
) Lessons Learned )
Review Project

Verify Project
Completion

Tools, Tips and Templates

2 E End-of-Project Review Template

This document is used to guide the end of project review meeting. Discuss
the results, and ensure that all lessons learned have been captured.

e  Project Closure Video (TenStep)
e Keeping Lessons Learned Positive

4.1. Verify Project Completion

Coordinate with the end user of the product or asset that was created to make sure they have everything
they need to successfully operate the asset. Ensure that 100% of the project work is completed.

4.2. Complete End-of-Project Review

The End-of-Project Review template helps to organize project data in preparation for close out. It

measures how the project performed against the baseline established in the Project Plan.

Meet with key team members, the project sponsor, and Use an independent
appropriate stakeholders to formally conclude the project, making o facilitator for end-of-

sure all team members perspectives are taken into account. project reviews

An independent facilitator helps to
Include a look back at the project, documenting things that went ensure that everyone participates in a
well and things that didn't. Identify strengths and weaknesses of positive manner. They are neutral and

the project and project management processes. Also, determine if ~ are more able to stay focused on the
any remaining steps are required to close the project. objecting of the review.

4.3. Publish Remaining Lessons Learned

It is best to publish lessons learned on the Lessons Learned Site right after the lesson is realized. This
helps ensure that details are not lost over time, and also gets information out to others as soon as
possible. Review the results of the end-of-project meeting, and make sure all lessons are captured on the
Lessons Learned Site.

4.4. Organize Project Files and Close Project

e Determine project files that need to be retained, organize, and store them in accordance with your
business unit procedures.

e Delete or destroy files that do not need to be retained

e  Work with finance to close project numbers
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Estimate Classification System

Appendix A - Estimate Classification System

A.l. Estimate Uncertainty

The level of project definition and the expected accuracy of cost and schedule estimates increases as you
move through the project lifecycle. Figure 21 illustrates the expected accuracy of City Light cost estimates
at key points in the project lifecycle. The ranges are based on the Association for the Advancement of
Cost Engineering (AACE) — Cost Estimate Classification System.

Figure 21: Cost Uncertainty during the Project Lifecycle

100%
p_
8} 80%
o
=3 60%
O
&) g)o 40%
-c % 20%
U
L 0% : :
8 Class 5 Class 4 Class 3 Project
o -20% - Orderof Conceptual PreIirqllinary Final Design Complete
> Magnitude Design Desi Design (Start
' 40% - (BIP) (Chai roject Plan) (90% Design) Construction)
-60% -
=¢—Maximum Probable Cost =fli=Minimum Probable Cost Estimate (Includes Contingency)

The green line in Figure 21 includes contingency. Contingency is part of the expected cost of the project.
The ranges in this figure are the result of lack of project definition and understanding of the complexities
of the project.
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Table 17: Cost Estimate Classification Definitions

Description

Project

Definition
City Light
Milestone

Estimation
Approach (see
Section A.2)

Expected
Accuracy Range

End
use/purpose

Class 5
Order of
Magnitude

Based on very
limited
information,
judgment and/or
experience.

Class 4
Conceptual
Design

Based on
conceptual or
feasibility studies
considering
project options
and known
constraints.

Class 3
Preliminary
Design

Based on
preliminary
design
information.
Project
assumptions and
constraints

Estimate Classification System

Class 2
Detailed
Design

Based on detailed
design
information. Most
of the design is
complete with
only small
adjustment to be

Class 1
Final Design

Based on final
design
information. At
this stage detailed
design is
complete.

defined and made based on

detailed design is | the 90% design

under way. review.
0% to 2% 1% to 15% 10% to 40% 30% to 70% 70% to 100%
Budget Issue Charter Approved | Project 90% Design Start Construction
Paper Funded Management Plan

Approved
Comparative or Comparative or Elemental or Trade Based Trade Based

Elemental

Elemental

Trade Based

-50% to +100%

-40% to +75%

-30% to +50%

-15% to +20%

-10% to +10%

Developed to
understand the
magnitude of the
cost involved in
achieving the
project.

Developed to aid
in defining the
detailed project
scope.

Developed to
verify project
scope and to
establish the basis
for project
cost/schedule
control.

Developed to
verify project
scope and
provide project
cost/schedule
control.

Developed based
on finalized
project scope to
confirm the
sufficiency of
funding for the
project prior to
awarding
contract.
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Estimate Classification System

A.2. Cost Estimating Approaches

Tools, Tips and Templates

e Estimating Techniques Training Video (TenStep)
e Estimating Technigues (TenStep)

There are many approaches to estimating project costs. Each requires an increasing level of project
definition. Each of the AACE estimate classifications may use a different estimating approach.

A.2.1. Comparative Estimating

e Class 5 estimates

e Also referred to as top down or analogous estimating

e Typically used early in the project where expertise and information is available to relate it to similar
projects, and design detail does not support more detailed estimating.

A.2.2. Elemental Estimating

e Class 4 or 3 estimates

e Used when the general scope of the project has been identified and conceptual or preliminary
drawings allow major cost elements to be estimated. The major cost elements are quantified and an
overall unit rate is applied to each element.

A.2.3. Trade Based Estimating

e C(Class 2 or 1 estimates

e Used at an advanced stage of preparation of drawings and technical specifications. It generally
involves compiling a list of quantity and lump sum items allocated on the basis of the trade intended
to carry out the work. Typically, the Class 1 estimate is used prior to advertising for contractor bids.

A.2.4. Bottom Up Estimating

Start at the bottom and create mini estimates, then add them all together. It is easier to estimate the cost
or the time of something small than it is to estimate the whole. Any of the techniques above can be
utilized along with this estimating technique.
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Information Technology Requirements

Appendix B - Information Technology Requirements

Much of the Project Management Framework is written from a traditional construction project

perspective. The fundamentals are still applicable to Information Technology (IT) projects. However, it may
require a bit of more professional judgment and flexibility. The following table helps identify the Optional
(O) and Required (R) elements of an IT project.

Project Type
Phase Deliverables :::zo - Maint I\Nn::;;/r Aprvl :::;ons'ble Comment
Discover HEAT Entry @) @) O All May or may not go thru
HEAT.
Project Proposal R R IT Liaison or
BA
Primavera @) R Primavera
Admin
SharePoint Project R IT Liaison
Portfolio
Enterprise Architect R IT Liaison, EA IT Liaison will inform the EA
(EA) Initial Review and the Project Proposal
will be reviewed.
Define SysTrack (SSR) R R R R PM,
Developer, or
Supervisor
Municipal O PM, Sponsor, Required for new systems.
Information DolIT http://inweb.ci.seattle.wa.us
Technology [technology/enterprise tec
Investment h/MITIE/Portfolio criteria g
Evaluation (MITIE) uidelines.htm
Questionnaire &
Checklist
SharePoint Project R PM
Site
Project Folder (in @) @) O QA
VSS and/or O: drive)
Cost Estimate O PM
Analysis
Project Charter R PM
Project Plan PM Updated throughout
project life cycle.
Work Breakdown (0] PM
Structure
Work Breakdown @) PM
Structure Checklist
Project Kick-off @] PM
Meeting Agenda
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Information Technology Requirements

Project Type
. Prod . New/ Responsible
Phase Deliverables Support Maint Major Aprvl Staff Comment
Define Business R R BA Should include the
Requirements & environment requirements
Software (i.e., operating system,
Requirements Specs servers, databases.)
(aka Functional
Specs)
Business Process O BA Required for new systems
Models/Use Cases or changes to business
(UML) process. May be included in
(As-Is and To-Be) the Business Requirements
document.
Request for O R PM
Information (RFI)
Request for Proposal O R PM
(RFP)
Vendor Contract 0 R PM,
Stakeholder(s)
Vendor Statement of 0 R PM,
Work (SOW) Stakeholder(s)
Risk Register (@) PM
Issue Register O PM
Change Register O PM
Communication Plan @) PM
Security Review @) Tech Lead Required for new systems.
Checklist Part of the IT Security
Policies and Procedures.
Status Reports R PM
(Project Status,
MITIE, etc.)
Change Request 0 PM
Form
Design Detail Design Specs R R Tech Lead Should include the
(Technical) environment requirements;
should include Interface &
Conversion Specs if
required.
Maintenance Specs R R Developer
Class Diagrams 0 Tech Lead, EA | Required for new systems
(UML) or changes to Class.
Enterprise Architect O EA Required for new systems
(EA) Review or major changes.
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Information Technology Requirements _

Project Type
. Prod . New/ Responsible
Phase Deliverables Support Maint Major Aprvl Staff Comment
Develop Environment setup @) @) O IT Ops, Tech Desktop, operating system,
and configuration Lead middleware, databases.
Architecture Blue 0 Tech Lead, EA | Required for new systems
Print or major changes.
Component Diagram 0 Tech Lead, EA | Required for new systems
(UML) or if changes to
Component.
Package Diagram O Tech Lead, EA | Required for new systems
(UML) or if changes to Package.
System development | R R R Developer(s) Code changes,
configuration, and
customization.
Unit Testing R R R Developer(s)
IT Training @) R Trainer
Test Strategy 0 R QA or BA or Not all projects go through
QA Test Plan O (0] R Vendor the IT QA Team or
QA Test 0 0 0 sometimes the
Cases/Scripts implementation vendor
Baseline Test Script @) O provides the test
Smoke/Regression @) O documents.
Test Script
User Acceptance O O R QA orBAor
Test Plan Vendor or BU
User Acceptance O R QA orBAor
Test Cases/Scripts Vendor or BU
Disaster Recovery O DR Team, Tech | Required for critical
Plan Lead applications.
Training Plan, O Trainer Based on each project's
Training Materials needs.
Organizational O PM, Business
Change Lead
Management Plan
Implementation R R R Tech Lead or
Plan(s) Dev
Product Deployment | O @) O Requestor Required for automated
Request deployments via
Configuration Manager
(CM). Also need Product
info for ASPIN.
Configuration @) @) O IT Ops/Server
Manager Admin
Deployment
Package
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Information Technology Requirements

Project Type
. Prod . New/ Responsible
Phase Deliverables Support Maint Major Aprvl Sta fF; Comment
Develop Desktop Integration | O @) O QA QA: Send email of test
Test Log results and save in VSS.
Knowledge Transfer O PM, Tech
Plan (to O&M Team) Lead, Vendor
QA Test Execution @) @) O QA Not all projects go through
the IT QA Team. In some
projects, only UAT is
required. QA: Send email of
test results and save in VSS.
User Acceptance @) R R BU Store UAT test results in
Test Execution project folder.
Test Summary O QA
Report
Disaster Recovery O DR Team, Tech | Required for critical
Testing Lead applications.
User Training Trainer
Deploy Change @) R R R SCL Chg Update SSR at least 2 weeks
Management Advisory prior to production
Approval Board implementation.
Deployment @) Tech Lead
Diagram (UML)
Dress Rehearsals PM, Tech Lead | Required for new systems.
User Notification(s) (0] (0] R PM, Business ITSD Alert required for new
(before and after) Lead systems.
Store emails in project
folder.
Implementation Task | R R R All
Execution
Triage (post go-live) All
Stabilization All
Disengage | O&M Knowledge PM, Tech
Transfer Execution Lead, Vendor
Lessons Learned R PM
Close-out:
Primavera R Primavera
Admin
SharePoint R PM
Project Portfolio
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Information Technology Requirements _

. Prod . New/ Responsible
Phase Deliverables Support Maint Major Aprvl Staff Comment
Disengage HEAT @) @) O PM

Work Oder # R PM

Purchase Order(s) (0] PM

SysTrack (SSR) R R R PM, QA: Ensure Test Lab Dates

Developer, or | are entered.
Supervisor

Visual SourceSafe | O O 0 QA Some project documents
are kept in SharePoint;
some in a Windows
directory. Future: ECM
Solution QA: Ensure all
required deliverables are
signed off and stored in
VSS. Move project folder to
PROD in VSS (if needed).

SubVersion @) 0 Tech Lead

(Code)
BugTrack/HP QA- | O O (@] QA QA: Ensure all defects are
ALM closed with the appropriate
Resolution Type.

ASPIN (@] (@] (@] QA QA: Ensure to enter new
products and changes to
existing products.

Project Closure R R PM Sponsor sign-off.
Report
Updated on March 5, 2015 Page 68 Feedback: http.//seattlepm.ideascale.com/

SCL PMO@seattle.gov




http://seattlepm.ideascale.com/

mailto:SCL_PMO@seattle.gov



		Introduction -  Welcome to the Framework

		A. Framework Organization

		B. Definition of a Project

		C. Understanding Project Management



		Process Group 1 -  Initiation

		1.1. Assign Required Project Roles

		1.1.1. Project Sponsor

		1.1.2. Project Manager

		1.1.3. Core Team Member



		1.2. Prepare Project Charter

		1.2.1. Draft Charter

		1.2.2. Identify Governance Roles and Structure

		1.2.3. Review and Revise Charter

		1.2.4. Approve Charter



		1.3. Form a Project Team

		1.3.1. Define Roles and Responsibilities

		1.3.2. Kick-Off Project Team

		1.3.3. Perform Site Visit





		Process Group 2 -  Planning

		2.1. Create Scope Plan

		2.1.1. Review the Project Charter

		2.1.2. Prepare the Work Breakdown Structure

		2.1.3. Develop the Work Breakdown Structure Dictionary

		2.1.4. Document Work Package Recipients

		2.1.5. Confirm Alignment with Project Charter



		2.2. Create Risk Plan

		2.2.1. Identify Risks

		A. Facilitated Risk Discussions

		B. Using Risk Registers from Other Projects

		C. Use Lessons Learned from Past Projects



		2.2.2. Analyze Risks

		2.2.3. Assign Risk Managers

		2.2.4. Develop Risk Response Strategy

		2.2.5. Verify Funding for Contingent Responses



		2.3. Create Communications Plan

		2.4. Create Schedule

		2.4.1. Break Down Work Packages into Activities

		2.4.2. Assign Activity Leads

		2.4.3. Estimate Duration and Effort

		2.4.4. Establish Dependencies & Constraints

		2.4.5. Add Milestones

		2.4.6. Document Assumptions and Update Scope

		2.4.7. Identify Critical Path



		2.5. Create Financial Plan

		2.5.1. Estimate Construction Cost

		A. Line Item Pricing

		B. Sales Tax

		C. Crew Costs

		D. Other Construction Costs



		2.5.2. Estimate Non-Construction Costs

		2.5.3. Estimate Contingency Reserve

		2.5.4. Apply Schedule and Inflation

		2.5.5. Establish Cost Accounting Mechanisms

		2.5.6. Building a Financial Plan using the Cost Management Template

		A. Construction Contract Cost

		B. Costs for Executing the Project Plan

		C. Apply Schedule Assumptions to Estimates





		2.6. Review and Approve Project Plan

		2.6.1. Team Approves Project Plan

		2.6.2. Collect Project Plan Documentation

		2.6.3. Submit Baseline for Approval

		2.6.4.  Update Baseline





		Process Group 3 -  Execution

		3.1. Change Management

		3.1.1. Identify Benefits, Impacts, and Alternatives

		3.1.2. Review and Evaluate

		3.1.3. Obtain Project Sponsor Approval

		3.1.4. Update the Project Plan and Implement

		A. Document Changes to the Baseline

		B. Coordinate Changes with the Project Team

		C. Update the Risk Plan

		D. Update the Scope, Schedule, and Financial Plan





		3.2. Issue Management

		3.2.1. Identify Issue

		3.2.2. Analyze Issue

		3.2.3. Prepare Response & Action Plans

		3.2.4. Monitor & Control Issue



		3.3. Risk Management

		3.3.1. Identify New Risks

		3.3.2. Re-evaluate Risk Ratings

		3.3.3. Monitor Response Strategy Status

		3.3.4. Document Changes & Adjust Plan



		3.4. Communications Management

		3.5. Scope Management

		3.5.1. Monitor Deliverable Requirements

		3.5.2. Manage Scope Creep

		3.5.3. Verify Deliverable Completion & Acceptance

		3.5.4. Verify Overall Product Requirements



		3.6. Cost Management

		3.6.1. Process Costs

		3.6.2. Update Actual Costs and Progress

		3.6.3. Utilize & Manage Contingency Reserve

		3.6.4. Managing Costs and Contingency Using the Cost Management Template

		A. Update Actual Costs

		B. Update Progress

		C. Use Contingency to Balance the Budget

		D. Check on Budget and Contingency Status



		3.6.5. Monitor & Control Cost Variances



		3.7. Schedule Management

		3.7.1. Collect Status & Update Schedule

		A. Update the Actual start date

		B. Update percent complete

		C. Update the Completion Date



		3.7.2.  Analyze Variance

		3.7.3. Manage the Critical Path

		3.7.4. Manage Schedule Variance





		Process Group 4 -  Closeout

		4.1. Verify Project Completion

		4.2. Complete End-of-Project Review

		4.3. Publish Remaining Lessons Learned

		4.4. Organize Project Files and Close Project



		Appendix A - Estimate Classification System

		A.1. Estimate Uncertainty

		A.2. Cost Estimating Approaches

		A.2.1. Comparative Estimating

		A.2.2. Elemental Estimating

		A.2.3. Trade Based Estimating

		A.2.4. Bottom Up Estimating





		Appendix B - Information Technology Requirements




image6.emf
contractor-vendorbr ochure[1].pdf


contractor-vendorbrochure[1].pdf
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.

@) city Of Seattle
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/

JATRAINING\Train Brochures\contractor-vendor brochure rev.doc

5/2007

@ City of Seattle

An Explanation

of the
City of Seattle’s
Ethical Standards
for

Contractors, Vendors,
Customers and Clients

This pamphlet is intended to help you understand
the conduct expected of City employees, elected
officials, and members of City boards and
commissions under the Seattle Ethics Code.

SEATTLE ETHICS AND ELECTIONS
COMMISSION

Your advocate for fair, open, and honest government.





An Explanation

The City of Seattle’s
Ethical Standards

Contractors, vendors, customers, and clients:
We appreciate doing business with

you and hope that you find this
information helpful.

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
°m = o 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 Vendor Questionnaire   


Page 1 of 5

Vendor’s Name: ______________________________________________________________




City of Seattle Vendor Questionnaire


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

		Vendor Information



		Vendor’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

		     





		Vendor Registration with City of Seattle



		Did your firm register on to the City’s On-line Business Directory at http://www.seattle.gov/html/business/contracting.htm?  

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? 

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     








		Ownership

		.



		Is your firm a subsidiary, parent, holding company, or affiliate of another firm?

		     



		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 of 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 bidder or proposer 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 subcontractor to perform work on a government contract when that subcontractor had been debarred by a governmental agency?

		     





		Affirmative Contracting – SMC 20.42

		Specify yes or no.  



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

		      If yes, explain.



		Does Vendor anticipate hiring a subcontractor or new employees to perform the work required under this contract? If yes, please include in the mandatory Inclusion Plan in section 7 of RFP-SCL-3399:

		Yes       No


 





		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 any of  the following issues:


· Payment to subcontractors?


· Work performance on a contract?

		     



		Does your firm have outstanding judgments pending against it?

		     



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

		     



		Has your firm received 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 enforced or administered by a government entity?  This does not include owners of stock in your firm if your firm is a publicly traded corporation.  

		     



		If a license is required to perform the services sought by this solicitation, within the previous five years has your firm had a license suspended by a licensing agency or been found to have violated licensing laws?

		     



		If Hazardous Materials are an element of the contract, has the Vendor had any violations of improper disposal of such materials or any violation of associated laws, rules or regulations in the previous five years? 

		     





		Involvement by Current and Former City Employees

		Specify yes or no. 





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

		     





		Will any of your vendor employees 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, specify the worker name.  Advise the worker of their duty to comply with the City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16

		     



		Does Vendor (including officer, director, employee, trustee, or partner) 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 Vendor performance?  

		





		Emergency Contact Information


Certain contract products or services may be valuable during a 24-hour emergency. If you have alternative contact information for emergency response during non-business hours, please provide below.  



		Contact Name

		     



		Emergency Phone Number

		     



		Back-up Emergency Phone Number

		     



		If your company has locations outside Seattle that can be called upon in an emergency for these products or services, please list:

		





		Business History

		Specify yes or no. 


 



		In the last five years, has your firm held other contracts with public agencies to provide similar products or services in a size and scope similar to that required by the City of Seattle?

		     



		Provide and/or attach a sampling of contracts you have held in the past five years, sufficient 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 summary. 

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


 

		





		By submittal of this form, the Vendor hereby certifies:



		Vendor is not debarred, suspended, proposed for debarment, or declared ineligible for award of contracts by any Federal agency.



		During the most recent three years, Vendor 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, or subcontract; violation of Federal or state antitrust 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.



		Vendor 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.



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



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



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



		Vendor 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;



		Vendor 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 Vendor Questionnaire with your proposal provides authority and certification for your entire submittal.  





City Non Disclosure Request 


If you believe any statements or items you submit to the City as part of this bid/response  are exempt from disclosure, you must identify and list them below.  You must very clearly and specifically identify each statement or item, and the RCW 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 before contract execution, all benefits available on an equal basis to its employees with spouses and its employees with domestic partners, and to the spouses and the domestic partners of employees, in every location within the United States where substantial work on contract will be performed.  


 FORMCHECKBOX 

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


 FORMCHECKBOX 

Option C The Contractor has no employees.


 FORMCHECKBOX 

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


 FORMCHECKBOX 

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

 FORMCHECKBOX 

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


 FORMCHECKBOX 

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

 FORMCHECKBOX 

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


Equal Benefits Instructions

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

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


2. The Buyer or Coordinator for the solicitation can answer many questions.  However, you may call the 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.

Revised 11-15-13
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City of Seattle RFP #SCL-3399

Title: Tool Room Automation System



		Item #

		Minimum Qualification

		Complies

		Does Not  Comply

		If you comply, describe how you meet the minimum qualification.



		SO1



		Software Vendor has been in the business of providing tool room inventory and management software for a minimum of 5 years.




		

		

		



		SO2

		A single, fully integrated software product provides tool room automation functions.




		

		

		



		SO3

		Major version of software (e.g. 5.XX) being proposed has been in production for a minimum of 1 year.




		

		

		



		SO4

		Major version of software (e.g. 5.XX) being proposed must be operating as a centralized enterprise solution in at least 2 North American jurisdictions with 100 tool room end-users or more.



		

		

		



		PM1

		Proposed professional services employees have had a key role in supporting at least three software implementation projects for the proposed product at sites with similar scope and complexity within the last five years.

		

		

		



		PM2

		Proposed professional services employees have had a key role in supporting at least one implementation project that involved the proposed software major version (e.g. 5.XX) within the last three years.

		

		

		





MINIMUM QUALIFICATIONS

Please check the applicable box to signify compliance or non-compliance to each minimum qualification.  If you do comply, describe exactly how you achieve each minimum qualification.  The determination that you have achieved all the minimum qualifications is made from this document or a document with the same information.
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Document Overview

		Document Overview



		Document Name		Tool Room Automation Requirements Listing Document

		Document Purpose		The purpose of this document is to define the finite list of business requirements that are required for the Tool Room Automation Project

		Functional Area		All Modules

		Document Author(s)		Pablo Basilio



		Sign Off

		Date of Completion

		Name of person		Version		Signature		Date				Name of person		Version		Signature		Date

























		Version History

		Version Description		Version		Changes												Date

		Initial Draft.		0.1														8/4/09

















		Field Description

		Requirement #		Unique identifier for each business requirement

		Dependency (Not used)		Indicate the dependent requirement # here to track any dependencies between two requirements.

		Sub-Process		Determines the function or topic that the requirement relates too. For example this could be for Function Categories within the process Tool Room Automation.

		Requirement Short Name		Provide a concise 1 - 3 word name for each requirement.  This will be useful in referring to the requirement in the future.

		Requirement Description		High level description of the requirement written at a level of detail that allows the implementation team to fully understand the business need.

		Source (Not used0		The name of the resource/ document responsible for initiating the requirement. In case this comes through workshops the source will be identified as workshops

		In Scope (Not used)		Indicates where the given requirement will be included in the release of the current initiative.

		Priority 		Indicates if the ciriticality of the requirement. The valid values are Mandatory, High Preferred and Preferred.

		Exists in legacy (Not used)		Indicates the legacy applications that the process, function or functionality exists currently (if it does, else leave blank)

		Phase 1 or 2 (Not used)		If it is decide to implement the project by phases - It is not applicable for this project.

		Compliance		Indicate how a requirement is met with the following values:
O - Out-of-the-box, C - Custom, F - Future Release or N - Not Provided

		Vendor Response/Comments		Provide additional vendors's information and it also can be used to provide all additional information that may be of importance to the requirement that is not already captured in any of the other fields.

		Status (Not used)		Indicates the status of the requirement. When its newly created the status will be New. The status would move thorugh Discussed, Reviewed and finally signed-off
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																Fit-Gap related files ------>						Testing related fields

		Req #		Sub-Process		Requirement Short Name		Requirement Description		M - Mandatory
HP - Highly Preferred
P - Preferred		Compliance:
O - Out-of-the-box
C - Custom
F - Future Release
N - Not Provided      		Vendor Response
Describe details on how your proposed software solution meets this requirement		Fit		Gap #		RICEW Object?		Test Script





		A01		Administration		Create employee profile with different security levels		Able to create employee profile with different security levels 		Mandatory

		A02		Administration		User ID and Password 		Synchronize user-ID/password with MS Active Directory		Highly Preferred

		A03		Administration		Update employee profile information		Able to update employee profile information when it is necessary to change status, location, business unit, etc.		Mandatory

		A04		Administration		Administration reports		Able to have screens and printed reports to verify employee profiles and changes, transactions summary, etc.		Mandatory

		A05		Administration		Interface		Able to validate Employees checking out tools are authorized to do so.		Mandatory

		A06		Administration		Rules		Able to support different business rules for each department or organization.		Highly Preferred

		A07		Administration		Portals		Able to support portals that are unique to a specific business unit in the organization.		Highly Preferred



		B01		Tool Purchase		 Identify need for tool purchase		Able to calculate minimum and maximum quantities for tools and materials		Mandatory

		B02		Tool Purchase		Average price		Able to calculate average price from previous purchases within a timeframe range		Highly Preferred

		B03		Tool Purchase		Identify tools ordered		Able to view ordered tools/materials		Mandatory

		B04		Tool Purchase		Vendors information		Able to enter, select and validate vendor number, Blanket Contract ID		Mandatory

		B05		Tool Purchase		Required fields		Vendor ID, Catalog ID, PO #, DV, Blanket Contract ID		Mandatory

		B06		Tool Purchase		Interface		Able to interface or export data fields.		Mandatory



		C01		Set up new catalog record		Unique Catalog record		Able to create Catalog IDs. Catalog records should be unique with regard to the standard form/fit/function rules. Description should indicate the unique characteristics of the item.		Mandatory

		C02		Set up new catalog record		Manufacturer Model		Able to link manufacturer model		Mandatory

		C03		Set up new catalog record		Part and Serial Numbers		Link to part number and serial number information		Mandatory

		C04		Set up new catalog record		Traceability indicator		Able to identify whether the item will be traceable and have the ability to select a type of traceability - for example serial number trace or lot trace.		Mandatory

		C05		Set up new catalog record		Bar Code		Able to enter different trace codes.		Mandatory

		C06		Set up new catalog record		Unit price average		Able to enter an average unit price.		Mandatory

		C07		Set up new catalog record		New catalog record corrections		Able to update information for new catalog record		Mandatory

		C08		Set up new catalog record		Search by Catalog ID		Able to search by partial or full Catalog ID		Mandatory

		C09		Set up new catalog record		Etch Number		Etch number will be generated by new system		Mandatory

		C10		Set up new catalog record		Search Fields		Able to search by Manufacturer, Part Number, Serial Number, Brand, Tool/Material Name		Mandatory

		C11		Set up new catalog record		Required Fields		Required fields for Catalog ID, Manufacturer, Model, Brand, Part #, Serial #, Trace Code, Unit Price Average, Tool/Material Name		Mandatory

		C12		Set up new catalog record		New Item Initiation		Required fields:
Catalog ID should be generated by the system ten numeric digits
Facility, Category, Name, Type, Unique description.
Manufacturer is required and either Model or Part is required field.		Mandatory



		D01		Receive new tool/material		Validate purchase		Able to verify received tools/materials and purchase order requisitions when it is applicable		Mandatory

		D02		Receive new tool/material		Add tools/materials without PO		Able to add new tools/materials without purchase orders		Mandatory

		D03		Receive new tool/material		Add tools/materials to catalog records		Process to add tools/materials to existing catalog records. 		Mandatory

		D04		Receive new tool/material		PO and Misc Receipt indicator		Need flexibility for a receipt to be either tied to a purchase order or to be a miscellaneous receipt with no matching purchase order		Highly Preferred

		D05		Receive new tool/material		Trace and Non-trace indicators		Able to enter Trace and Non-trace indicators		Highly Preferred

		D06		Receive new tool/material		Generate trace numbers		Able to link to a process to assign trace numbers if the item is considered traceable.
NOTE: trace numbers should be sequential numbers within a Catalog ID		Mandatory

		D07		Receive new tool/material		Quality Control indicator		Able to identify tools/materials for QC		Highly Preferred

		D08		Receive new tool/material		Link to QC		Should link to QC inspection when needed		Preferred

		D09		Receive new tool/material		Track expiration date		Should track expiration date on lot-traced materials. 		Mandatory

		D10		Receive new tool/material		PO Receipts update AUP		Receipt should update Average Unit Price if tied to PO.		Mandatory

		D11		Receive new tool/material		Unit price field for Misc receipts		Allow entry of receipt price if miscellaneous receipt.		Highly Preferred

		D12		Receive new tool/material		Stocking locations and tool rooms 		Able to enter stocking locations and tool rooms		Highly Preferred

		D13		Receive new tool/material		New tool/material corrections		Able to correct information for new tools and materials. Also to transfer tools/materials to different tool room/locations		Mandatory

		D14		Receive new tool/material		Search by item name, part number, Catalog ID. 		Search by item name (partial or full), part number, Catalog ID, etc, etc. 		Highly Preferred

		D15		Receive new tool/material		Generate UTC Number		Able to generate UTC numbers for new tools/materials		Mandatory

		D16		Receive new tool/material		Etch ID onto tool, depending on type		Able to etch ID on tools/materials		Mandatory

		D17		Receive new tool/material		Calibration Date		Able to enter calibration date for tools/materials, With Pop up / have ability to set time of reminder.		Mandatory

		D18		Receive new tool/material		System receipt		Able to generate automatic sequential receipts		Mandatory

		D19		Receive new tool/material		Required Fields		Catalog ID
Vendor Receipt/ PO / DV
Vendor ID
System Receipt
UTC Number with T at the front
Invoice #		Mandatory

		D20		Receive new tool/material		Edit information		Able to edit information without starting over		Mandatory

		D21		Receive new tool/material		Location indicator		Specific, special and/or Mandatory value tools should have a worksite or location indicator		Mandatory

		D22		Receive new tool/material		Slang Name		Able to add "Slang Name" to field name.		Mandatory



		E01		Inventory Inquiry		On-hand tools/materials		Able to view on hand quantities at both tool rooms and stocking location(s)		Mandatory

		E02		Inventory Inquiry		Maximums /Minimums TR inventory levels		Able to calculate and view maximum/minimum quantities for tools/materials		Mandatory

		E03		Inventory Inquiry		Inventory by unit and crew, trucks 		Able to calculate and view quantities for tools/materials in the trucks by employee name/ID #, unit and crew numbers. Also location field  should be included		Mandatory

		E04		Inventory Inquiry		Location field		Able to view worksite/location field for specific, special and/or Mandatory value tools.		Mandatory

		E05		Inventory Inquiry		Edit Location		Able to change location field		Mandatory

		E06		Inventory Inquiry		Truck inventory		Able to view and get report by truck with details or summary of inventory with cost value.  		Mandatory

		E07		Inventory Inquiry		Tools inventory and truck cost values		Able to view cost values for tool inventory and trucks (replacement cost)		Mandatory

		E08		Inventory Inquiry		Truck Reports		Able to view screens and get reports with a given time frame, I.E. day, month, quarter, or year.		Mandatory

		E09		Inventory Inquiry		Calibration, Testing and Repair		Able to view truck inventory or get a report with due dates for calibration, testing or repair		Mandatory

		E10		Inventory Inquiry		Tool Request Forcast		Able to request tools in advance for check-out		Mandatory



		F01		Tool Check out		Provide tools and materials for check out		Process to issue tools and other materials from the tool rooms. 		Mandatory

		F02		Tool Check out		Tools/Materials are ready		Ensure returned tool is available for next user/job, it can provide a return process.		Highly Preferred

		F03		Tool Check out		Track employee IDs		Needs to track the employee ID of the person receiving the item(s). After an employee ID is entered in the system a pop-up screen should display Employee name, unit number and crew number		Mandatory

		F04		Tool Check out		Reduce tools/materials to quantity on-hand		The transaction needs to reduce the quantity on hand.		Mandatory

		F05		Tool Check out		Track Employee ID #, Org/Crew/Truck numbers		Need ability to track Org/Crew and truck numbers		Mandatory

		F06		Tool Check out		Employee IDs should trigger default fields with override		Accounting should default but override should be allowed		Mandatory

		F07		Tool Check out		Check out corrections		Able to update information for check out transactions like UTC #, Equipment #, cancel transaction, re-enter transaction, etc.		Mandatory

		F08		Tool Check out		Use Radio Frequency (RF) to scan bar codes		Able to scan bar codes from books. Also from tools/materials when bar codes are available on the tools/materials .		Mandatory

		F09		Tool Check out		Required fields		Employee ID #, Org Number, UTC #/E#, Catalog ID and/or Truck #		Mandatory

		F10		Tool Check out		worksite/Location field		Worksite/Location field should be required for specific, special and/or Mandatory value tools.		Mandatory

		F11		Tool Check out		Personal Protective Equipment		Able to identify Personal Protective Equipment (PPE)		Highly Preferred



		G01		Tool Return		Receive tools and materials		Process to return tools and materials to the tool rooms.		Mandatory

		G02		Tool Return		Tools/Materials returns track employee ID, Org and Crew numbers		Needs to track the employee ID of the person returning the item(s). Need ability to track Org/Crew and truck number from check out.		Mandatory

		G03		Tool Return		Update tools/materials to quantity on-hand		The transactions need to increase the quantity on hand and reduce truck inventory.		Mandatory

		G04		Tool Return		Tool return corrections		Able to update information for tool returns		Mandatory

		G05		Tool Return		Repair Indicator		Able to enter a repair indicator when a damaged tool has been returned and at the same time it should reduce on-hand inventory.		Highly Preferred

		G06		Tool Return		Required Fields 		Employee ID # and UTC# or E#		Mandatory

		G07		Tool Return		Flexible Return for Network Tools		Able to return tools at the most convenient location NSC or SSC		Mandatory

		G08		Tool Return		Personal tools		A personal tool, for example a safety belt should be returned by the same person		Mandatory



		H01		Tool Repair		Repair status		Process to pull an item out of inventory to send for repair with default due date of two weeks and it can be overridden.		Mandatory

		H02		Tool Repair		Track vendor and manufacturers		Track repairs by vendors and manufactures		Mandatory

		H03		Tool Repair		Check out tools and materials for repairs		Track when it is out and reduce inventory		Mandatory

		H04		Tool Repair		Check in repaired tools/materials		Track when it returns and increase inventory		Mandatory

		H05		Tool Repair		Track repairs 		Reports and screens to track tools for repairs		Mandatory

		H06		Tool Repair		Generate Alerts		Able to generate screen alerts when repaired tools are due to receive		Mandatory



		I01		Tool calibration/testing/warranty		Daily calibration reports		Able to generate daily reports and screen alerts to remind two weeks before due dates for calibrations.		Mandatory

		I02		Tool calibration/testing/warranty		Calibration status		Able to enter a calibration status and reduce inventory		Mandatory

		I03		Tool calibration/testing/warranty		Complete calibration status		Able to enter a complete calibration status, generate default next calibration due date and increase inventory		Highly Preferred

		I04		Tool calibration/testing/warranty		Daily testing reports		Able to generate daily reports and screen alerts to remind XX days before due dates for testing. Able to enter user configurable dates.		Mandatory

		I05		Tool calibration/testing/warranty		Testing status		Able to enter a testing status and reduce inventory		Mandatory

		I06		Tool calibration/testing/warranty		Complete testing status		Able to enter a complete testing status, generate default next testing due date and increase inventory		Mandatory

		I07		Tool calibration/testing/warranty		Shipping Notice		Shipping Notice Items screen is used for repairs, calibration and testing.  		Mandatory

		I08		Tool calibration/testing/warranty		Warranty		Able to generate daily reports and screen alerts to remind 30 days before due dates for warranty expirations		Mandatory





		J01		Cycle counting		Quantity inventory adjustments		Count materials and tools within the tool room itself and enter transactions to adjust up or down the quantity. It should have a limit of quantity to make adjustments 		Mandatory

		J02		Cycle counting		Track inventory adjustments		Keep history for adjustments		Highly Preferred

		J03		Cycle counting		Inventory by org unit and crews		Need separate process to inventory the materials issued to org/crews/trucks- this process does not adjust on hand balances.		Mandatory

		J04		Cycle counting		Summarize inventories 		Summarize inventories by tool rooms, org units, and crews		Mandatory

		J05		Cycle counting		Authorization for adjustments		Only authorized staff can adjust Mandatory quantities		Mandatory

		J06		Cycle counting		Authorization to change parameters		Only authorized staff can request or change system parameters to limit quantities		Mandatory

		J07		Cycle counting		Adjustment indicator		Able to enter an adjustment indicator when it is applicable and authorized for tools/materials with plus or minus quantity to increase or reduce inventory.		Mandatory

		J08		Cycle counting		Sticker for tool numbers		Able to generate stickers for tool numbers		Mandatory

		J09		Cycle counting		Scan tool numbers		Able to use scanner with radio frequency to count truck inventory		Mandatory

		J10		Cycle counting		Inventory Reports		Able to use report to count/compare tools		Mandatory



		K01		Tool Re-assign		Re-assign check out tools		If tool is found to have moved from one person/crew/truck to another need a process to re-assign the tool to the current user.		Mandatory



		L01		Review tools checked out		Review checked-outs		Process to review the tools checked out to specific person/truck/crew/org unit		Mandatory

		L02		Review tools checked out		Lost Status		Able to change from check-out status to Lost status when an incident report is completed		Mandatory

		L03		Review tools checked out		Lost Status Report		Able to view screen or get report for tools with lost status		Mandatory



		M01		Scrap/salvage tools		Scrap/salvage status		Process to remove tools or materials from use and send to salvage group for processing. It should reduce inventory		Mandatory







































&"Verdana,Bold"&14REQUIREMENT LISTING DOCUMENT&"Arial,Regular"&10
&"Verdana,Bold"&12Process : &A	


Page &P of &N	




Compatibility Report

				Compatibility Report for Requirements_Tool_Room_Automation v2.xlsx

				Run on 3/5/2015 13:35



				The following features in this workbook are not supported by earlier versions of Excel. These features may be lost or degraded when opening this workbook in an earlier version of Excel or if you save this workbook in an earlier file format.



				Minor loss of fidelity						# of occurrences		Version



				One or more cells in this workbook contain data validation rules which refer to values on other worksheets. These data validation rules will not be supported in earlier versions of Excel.						2

										A-AppAdmin'!H7:H153		Excel 2007

										A-AppAdmin'!F7:F180









image1.png

8







image10.emf
Technical  Requirements.xlsx


Technical Requirements.xlsx
Instructions

		Instructions



		Respondent must complete all of the worksheets in this workbook.  For each of the requirements, please place one of the following values in the compliance column. (O- Out-of-the-box; C - Custom ;F - Future release;N- Not Provided)  Blank responses will be consider as "Not Provided".  In the Vendor Response column, describe how the requirement is met.  If there is not enough room to fully respond to a requirement, information may be included in a separate document.  Provide a cross reference number in this column for any supporting documentation.  Note that the review team does not guarantee to review all supporting documentation, so provide as much information as possible in this spreadsheet.

		Mandatory		Vendor must meet mandatory requirements for the proposal to remain eligible for consideration.

		Highly Preferred		Represents functions or services that are needed to achieve project objectives.

		Preferred		Represents functions or services that would be useful, but not necessary, to achieve project objectives.



		Out-of-the-box		The requirement is satisfied by the software proposed with no modification to the source code.  The requirement is met either "out-of-the box" or through configuration of the application.

		Custom 		A modification to the software is required to satisfy this requirement.  Describe how much work the modification(s) will entail. 

		Future Release		The requirement is met in the next immediate scheduled release of the software.  Provide a schedule for the next release(s).

		Not Provided 		The software will not satisfy the requirement. 



		Please complete the following information:



		Company:

		Contact:

		Phone:

		e-mail:





Architecture

		Architecture and Interfaces

		Item #				Requirement		M - Mandatory
HP - Highly Preferred
P - Preferred		Compliance:
O - Out-of-the-box
C - Custom
F - Future Release
N - Not Provided      		Vendor Response                                Describe details on how your proposed software solution meets this requirement

						Architecture and Interfaces

		AI-		1		Architecture of system is designed to optimize performance, availability, disaster recovery and security.		HP

		AI-		2		System supports industry standards Representational State Transfer (REST) or Simple Object Access Protocol (SOAP) for web services.		HP

		AI-		3		System must integrate with MS Exchange		M

		AI-		4		System requires no client-side software beyond the browser.		HP

		AI-		5		System includes a client interface with an open API.		HP

		AI-		6		System supports single sign-on.		P





































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Security

		Security

		Item #				Requirement		M - Mandatory
HP - Highly Preferred
P - Preferred		Compliance:
O - Out-of-the-box
C - Custom
F - Future Release
N - Not Provided       		Vendor Response                                Describe details on how your proposed software solution meets this requirement

						Security Architecture

		S-		1		Vendor has a comprehensive security model that meets requirements of ISO27001 and adheres to practices and guidelines of ISO27002 through ISO2704 & ISO27010.		M

		S-		2		Vendor can supply attestation or certification that the system has been tested for common web application security vulnerabilities, and has been found to be free of significant security defects.		M

		S-		3		System has application software security in its baseline product as opposed to utilizing strictly operating system and database security.		HP

		S-		4		System secures and authorizes access to the underlying data and databases of the application.		HP

		S-		5		System supports at least TLS 1.1 and 256-bit encryption		M

		S-		6		Permissions may be set for application objects, individual pages and/or page controls.		HP

		S-		7		System accounts are based on the principles of least privilege and roles, and are clearly documented.		HP

		S-		8		Information exchanged between devices via the System is secured and encrypted.		HP

		S-		9		System masks the presentation of sensitive data as determined by the City based on user security.		M

						Authentication

		S-		10		System supports security log-on requiring a user ID and password to prevent unauthorized access to the system and its data files.		M

		S-		11		System supports City Light's strong password policy of at least 8 characters and 1 number or special character.		HP

		S-		12		System supports multi-function authentication.		P

		S-		13		System can store up to 24 passwords to prevent reuse.		HP

		S-		14		System can support intruder lockout after a certain number of attempts.		M

		S-		15		System supports logging users off after a specified period of inactivity.		HP

						Auditing and Audit Trail

		S-		21		System provides a real-time security log for attempted violations complete with the date, time, and user ID.		HP

		S-		22		Vendor regularly monitors and ensures security through  logs, intrusion detection, and system access  controls (e.g., checking the logs to verify failed and successful logins, password changes) and evaluates level of threat.		HP				If SaaS

		S-		23		System security function logs user transactions (changes in the data) for daily audit trail reporting.		HP

		S-		24		System allows the selection of which fields are included in the audit.		P

		S-		25		System supports capturing username, userID, timestamp, success/failure of transaction, originating PC identifier, and transaction description as part of the security log attributes.		HP

		S-		26		System provides reporting on user access by role for auditing purposes.		HP

						Policy and Organization

		S-		27		Hosting facility provides physical security controls over ingress and egress.		HP				If SaaS

		S-		28		Vendor conducts background checks on employees.		HP				If SaaS						 

		S-		29		Vendor employees are required to sign a non-disclosure agreement.		HP				If SaaS

		S-		30		System conforms to City Information Security Standards as described here: http://www.seattle.gov/informationsecurity/pdf/ISSP-Web.pdf 		HP				If SaaS

		S-		31		Vendor performs security testing as part of the development process.		HP				If SaaS

		S-		32		Vendor maintains a single point of contact for escalation of security issues.						If SaaS

		S-		33		Vendor has procedures in place to support security incident response.		HP				If SaaS

























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Saas Environment

		SaaS Environment

		Item #				Requirement		M - Mandatory
HP - Highly Preferred
P - Preferred		Compliance:
O - Out-of-the-box
C - Custom
F - Future Release
N - Not Provided      		Vendor Response                                Describe details on how your proposed software solution meets this requirement

						SaaS Environment

		SE-		1		Vendor has back-up data center geographically separated from primary data center.		HP

		SE-		2		Vendor has a comprehensive, documented business continuity and disaster recovery plan.		M

		SE-		3		Hosting environment supports load balancing and redundancy. 		HP

		SE-		4		System usage and performance are monitored on an ongoing basis.		M

		SE-		5		Metrics consistently demonstrate high reliability including (Mean Time Between Failure (MTBF) and Mean Time to Recover (MTTR).		M

		SE-		6		Data centers have power backup.		M

		SE-		7		Vendor has adequate data backup and restore procedures. 		M

		SE-		8		Application availability is monitored by the vendor and reported to the City.		M

		SE-		9		Adequate storage capacity exists and is readily expandable as usage increases. 		M

		SE-		10		No downtime is required for expansion of necessary storage.		HP

		SE-		11		Vendor has policies for data retention and destruction.		HP



























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Operating Environment

		Operating Environment Standards

		Item #				Requirement						M - Mandatory
HP - Highly Preferred
P - Preferred		Compliance:
O - Out-of-the-box
C - Custom
F - Future Release
N - Not Provided      		Vendor Response                                Describe details on how your proposed software solution meets this requirement

						End User Computing		Standards		Remarks

		OE-		1		Client Hardware		HP Elitedesk Desktop - Intel Core i7, 8GB, 300GB HD
HP EliteBook Laptop - Intel Core i7, 8GB, 300GB HD
Microsoft Surface Tablet
Microsoft Windows Phone				M

		OE-		2		Client Hardware OS		Desktops and Laptops - Windows 7 SP1 64-bit Enterprise Edition
Tablets and Phones - Windows 8.x				M

		OE-		3		Browser		Internet Explorer 11				M

		OE-		4		Office Suite		Microsoft Office 2010 SP1 Professional Plus		City Light will migrate to MS Office 2013 by end of Q4'2015.  

By the end of 2016, City Light is expcted to be on the Office 365 ProPlus platform
		M

		OE-		5		Email		Outlook 2010 Client
Exchange 2013 Backend		City Light will migrate to the Outlook 2013 client by end of Q4'2015.

The Exchange backend will migrate to Office 365 by Q4'2015
		M

						Server Environment		Standards		Remarks

						Oracle Application & Database Hosting

		OE-		6		OS		Solaris UNIX 11.2 (SPARC)				M

		OE-		7		Middleware		Weblogic 10.3.6				M

		OE-		8		Database		RDBMS 12c				M

						Windows Application & Database Hosting

		OE-		9		OS		Windows Server 2012 R2				M

		OE-		10		Web Server		IIS 8.5				M

		OE-		11		Database		SQL Server 2012/2014				M

		OE-		12		Directory		Active Directory 2008 R2		City Light will migrate to version 2012 R2 by Q2'16		M

						Business Intelligence/Data Warehouse Platform

		OE-		13		Oracle Data Integrator 		Version 11.1.1				M

		OE-		14		Oracle BI 		Version 11.1.1.7.0				M

		OE-		15		Cognos 		Version 10.1.1				M
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SEATTLE CITY LIGHT TOOL ROOM AUTOMATION SYSTEM

 RFP #SCL-3399

Page 10 of 10

Proposer’s Name: ______________________________________________________________





City of Seattle RFP# SCL-3399

Title:  TOOL ROOM AUTOMATION SYSTEM

Management & Technical Response



Responses should follow the format and number/list-style of the prompts.

Company Information

A. Company Experience 



1.) Please provide a brief company history and overview of your company and its services. 



2.) Describe your company’s main line of business.  



3.) Please explain how your solution can be considered a cloud-based solution and its fit for a TOOL ROOM AUTOMATION business.



4.) Please describe at least one of your projects that are most comparable to the off-the-shelf solution being proposed to City Light.



5.) Describe your experience developing and implementing and configuring TOOL ROOM AUTOMATION. Include in your response your experience, including number of years, implementing the software in other jurisdictions of a similar size and complexity. 



B. Company Organization



1.) Please attach a company organization chart.



2.) How many employees does the company have associated with its TOOL ROOM AUTOMATION related software products in the locations listed? 



United States		      # employees 



Pacific Northwest	      # employees	

WA, OR, ID, AK



Outside the US		      # employees











3.) How many employees does the company have in each of the following categories? 



Customer Support	      # employees 



Operations Support	      # employees 



Installation & Training	      # employees 



Product Development	      # employees 



Sales and Marketing	      # employees 



4.) What is the average annual staff turnover rate for employees in key staff positions? 



      % annual turnover 



5.) What office location (city and state) will serve as the primary contact during implementation?



6.) Does the company have any user group support organizations?



Yes |_|              No |_|     


	Title of Organization:      



7.) What is the closest user group meeting location that your company has for the Seattle area?



C. Current Commitments - Customer List



1.) List organizations with 1,500 or more employees which have deployed the TOOL ROOM AUTOMATION software you are proposing for the City of Seattle.  Clients may be contacted and used as references, along with other sources that may be provided to the City in your response or that are otherwise known to the City.



		Client

		Product/Modules/

Version/Release

		Implementation

Date

		Contact Name, Title

		Contact Email

		Contact Phone



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		







2.) Address how these or other current commitments affect the ability to support the City scope of work. Explain any staffing and schedule overlaps, and how the vendor proposes to ensure that such commitments or potential overlaps will not affect the City schedule and project delivery. 



D. Previous Experience & References



1.) List all contracts with similar scope and magnitude held within the previous five years.  (Add more tables if necessary.)  Clients may be contacted and used as references, along with other sources that may be provided to the City in your response or that are otherwise known to the City. 



		
Client name: 

		Brief description of the items or services provided by your firm.  Indicate in the space below how the contract was similar in size, scope, and complexity as required by the City in this solicitation.



		Contact person’s name:

		



		Contact title:

		



		Contact telephone #:

		



		Contact email address:

		



		Contract dollar value:

		



		Contract start date:

		



		Contract end date:

		







		Client name: 

		Brief description of the items or services provided by your firm.  Indicate in the space below how the contract was similar in size, scope, and complexity as required by the City in this solicitation. (Maximum 250 words.)



		Contact person’s name:

		



		Contact title:

		



		Contact telephone #:

		



		Contact email address:

		



		Contract dollar value:

		



		Contract start date:

		



		Contract end date:

		







		Client name: 

		Brief description of the items or services provided by your firm.  Indicate in the space below how the contract was similar in size, scope, and complexity as required by the City in this solicitation. (Maximum 250 words.)



		Contact person’s name:

		



		Contact title:

		



		Contact telephone #:

		



		Contact email address:

		



		Contract dollar value:

		



		Contract start date:

		



		Contract end date:

		



		Contract start date:

		



		Contract end date:

		

















		Client name: 

		Brief description of the items or services provided by your firm.  Indicate in the space below how the contract was similar in size, scope, and complexity as required by the City in this solicitation. (Maximum 250 words.)



		Contact person’s name:

		



		Contact title:

		



		Contact telephone #:

		



		Contact email address:

		



		Contract dollar value:

		



		Contract start date:

		



		Contract end date:

		







		Client name: 

		Brief description of the items or services provided by your firm.  Indicate in the space below how the contract was similar in size, scope, and complexity as required by the City in this solicitation. (Maximum 250 words.)



		Contact person’s name:

		



		Contact title:

		



		Contact telephone #:

		



		Contact email address:

		



		Contract dollar value:

		



		Contract start date:

		



		Contract end date:

		







E. Terminations 



1.) If any, list any contracts that have been terminated before the contract completion in the last five years with your firm. (If you are national company, list those terminations for the office that will serve the City).  Indicate whether contract was terminated for Default (defined as a notice to vendor to stop performance due to vendor’s non-performance or poor performance) and whether the issue was (a) not litigated; or (b) litigated and such litigation determined the vendor to be in default.  If any, attach a description of the deficiencies in performance and describe whether and how the deficiencies were remedied.  The City will evaluate the information and may also at its sole discretion, reject the vendor’s response if the information indicates that completion of a contract resulting from this solicitation may be jeopardized by the responsibility history of this vendor.  These may be contacted as a resource to the City for assessing references and responsibility.



2.) Have you had any early contract terminations? 



Yes |_|              No |_|     



3.) If yes, are termination descriptions attached? 



Yes |_|              No |_|     









F. Prime Contractor 



1.) If your proposal includes hardware, software and/or services from a third party, the Company must act as prime contractor for procurement of all proposed products and services required for hosting the services.  Prime contractor shall be the sole point of contact for contractual issues including payment of any and all charges resulting from the purchase of the proposed hardware, software, and/or services.  Prime contractor must take responsibility for demonstration, delivery, installation, and acceptance testing of all items proposed.  Prime contractor must also provide maintenance, warranty and ensure third-party warranties are extended to City.



Will vendor utilize subcontractors?



Yes |_|              No |_|     



2.) If yes, provide a clear description of how you as Prime Contractor will direct work of all subcontractors to ensure the quality and timeliness of work performed by the Company and all subcontractors. 



3.) If you responded yes and are utilizing subcontractors (or third party vendors), then also complete the following chart. Replicate this chart for each subcontractor proposed.  Also complete an Inclusion Form.



		Third Party Vendor Name:

		Number of previous partnerships with this Vendor

		Location of Previous Partnerships with this Vendor

		Description of Installed and Configured Service



		Project Management Services

		     

		     

		     



		Application Software Programs 

		     

		     

		     



		Application Software Installation

		     

		     

		     



		Other Software Installation

		     

		     

		     



		Training

		     

		     

		     



		Data Conversion Development

		     

		     

		     



		External System Interfaces Development

		     

		     

		     



		Functional/Business Analysis

		     

		     

		     



		Testing

		     

		     

		     



		Deployment

		     

		     

		     



		Other:

		     

		     

		     



















G. Prime – No Subcontracting



1.) For vendors offering a solution provided as a prime vendor with no subcontractors, describe whether any component within the product offering has been previously owned by another company. For example, if your company purchased an image scanning system from another company and then integrated it with your software application, you must divulge the image scanning software’s ownership history.



Proposed Staff

A. Project Team Matrix



1.) Complete the matrix with the number of years of experience for each proposed team member/key staff in each subject area. Add additional lines as needed. 



		Team Member Name:

		Project Role

		Years of Experience in that Role

		Years of Experience servicing Public Sector Clients

		Primary Work Location (City and State) 



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     







B. Key Staff 



1.) Describe the project roles and responsibilities for each key staff member and sub-contractor identified in the Project Organization diagram.



C. Key Staff Experience and References



1.) Vendor shall provide resumes and three (3) references from previous clients for all key staff members.  

The references may be contacted along with other sources that may be provided to the City in your response or that are otherwise known to the City.  Although the City anticipates completing reference checks during the final round of the process, the City and/or the evaluation team may contact the vendor’s clients or other sources in addition to those specifically provided by the vendor, at any time to assist the City in understanding the product/services.





Resumes for each person shall include the following information:



· Current position with the vendor

· Years with the company

· Project position to be staffed

· Education and Training

· Work experience, including past positions with the vendor’s company

· Technical skills and qualifications relevant to the project

· Specific description of experience in working with the proposed software/system, including experience in system design, installation, support, training or management



D. Key Staff Assignment Priority



1.) In responding to this RFP, vendor warrants that any key staff members identified by the vendor and accepted by the City shall be dedicated to the City’s project as that person’s primary assignment for the duration of such person’s employment by the vendor and that any change in assigned key staff is subject to prior City approval in writing. 



E.  Project Manager Qualifications



1.) Designate the Project Manager who will have overall, daily responsibility for the project.  This person will be responsible for the vendor’s project management and coordination with the City.  

2.) Provide an organizational chart that shows the Project Manager’s reporting relationships within the vendor’s organization. The vendor should also describe the type and level of authority vested in the Project Manager in regards to coordinating the vendor resources in support of the project.

3.) The vendor must provide detailed information regarding the designated Project Manager’s experience with projects of similar size and complexity. In addition to the information provided above, list and describe all projects performed by the Project Manager for similar work.



Future Support and Enhancements

A. Future Software Support



1.) If vendor proposes software customization, discuss and describe how customized software is supported.

2.) Describe your approach to addressing client problems or issues when providing a hosted solution. Provide a copy of your standard Service Level Agreement, including performance metrics. 





B. Software Version Upgrades



1.) Provide a brief history of system software version upgrades released by the vendor over the past two (2) years.  Provide information on planned system software upgrade releases by the vendor.  Include the following information:

Upgrade version number

Planned release date

Feature changes

Associated upgrade costs to clients



C. [bookmark: _Toc524485052][bookmark: _Toc524754238][bookmark: _Toc526492435][bookmark: _Toc528557491][bookmark: _Toc529153551]Future Functional Enhancements to Base Software



1.) Explain the methodology used for prioritizing and implementing future functional enhancements to the proposed software. 



2.) Explain how the City might avoid unwanted future enhancements. 



3.) Please explain how City Light could maintain its data if your solution was to go out of operation or your company suddenly no longer existed. 





D. System Operation and Support



1.) All vendors must answer the following questions regarding the provision of hosted (software as a service) system support specific to the software solution being proposed. 



		Location of data center (city or county and state)

		     



		Location of back-up data center

		     



		System outages 2013:

· Number

· Average duration

· Longest duration

· Mean time between outages

		     



		System outages 2014:

· Number

· Average duration

· Longest duration

· Mean time between outages

		     



		Customer service desk days and hours of availability

		     



		Percent of calls answered 2014

· Under 1 minute

· 1-2 minutes

· More than 2 minutes

		     



		Percent of calls answered 2014

· Caller receives a busy signal

		     







5    Project Proposal 

All Proposers must answer the following questions regarding project approach, methodology, schedule, and resources consistent with the Statement of Work (Section 4.0 of this RFP):



A. Project Schedule

Attach your proposed detailed project schedule for all project activities, identifying your and Seattle City Light’s project team resources for each task.	     Attached   |_|  



B. Major Work Products

Consistent with the Project Schedule identify major project deliverables, delivery dates, and review periods. Add additional lines as needed.



		Deliverable Work Product

		Delivery Date

		City Review Period



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		







C. Implementation Approach

Referencing the objectives and deliverables as defined in the Statement of Work (Section 5.0 of this RFP,) please describe your approach to implementation: major tasks, sequencing, phasing, and quality assurance.  (Maximum 500 words)

		







Statement of Work Objective 1: Provide project management and coordination

Discuss your proposed project approach, describing how you intend to plan and manage a project of this size, scope, and complexity, including communications, status reporting, quality assurance, and change management. (Maximum 500 words)

		







 

Include a sample status report. Attached   |_|  



Statement of Work Objective 2: Assist with business process design, address gaps, and configure software

Explain your approach to validating requirements and identifying process improvement opportunities based on the capabilities of the selected software and then configuring the software to implement those processes. Include your approach to configuration and associated documentation. (Maximum 500 words)

		







Statement of Work Objective 3: Migrate and load data.

Explain your approach for converting historical data to the new software.  (Maximum 500 words)

		







Statement of Work Objective 4: Develop interfaces 

Explain your approach to implementing the interfaces with external systems as documented in this RFP. (Maximum 500 words)

		







Statement of Work Objective 5: Perform testing 

Describe your approach to testing; include a sample test plan from a previous project as an example. (Maximum 500 words)

		







Statement of Work Objective 6: Conduct training 

Describe your approach for providing training to the City of Seattle, including end user training, system administrator training, and technical training for City staff assisting with configuration, data conversion, and other project tasks.  Include sample course syllabus and sample training materials.  Identify any additional training resources, such as computer-based training, which will be available to the City on an on-going basis for refresher training or the training of new hires. (Maximum 500 words)

		







Statement of Work Objective 7: Provide go-live support and stabilization services

Describe your support during cut-over and a post go-live stabilization period, including the technical and business support documentation which will be provided.  (Maximum 500 words)

		







Statement of Work Objective 8: Provide ongoing operation, maintenance, and support services

Describe your approach to addressing client problems or issues when providing a hosted solution.  (Maximum 500 words)  Provide a copy of your standard Service Level Agreement, including performance metrics. Attached   |_|  
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Pricing Proposal

		PRICING PROPOSAL



		Instructions to Vendor:

		1		Price Summary shall be a roll-up of all subsequent Price Detail sections.  Price Summary shall represent the full price of implementation and ownership over the first seven years.

		2		Price Detail sections shall include unit pricing and extensions as applicable. In case of discrepancy between the two, the unit price(s) shall govern.

		3		Price Detail sections must include all cost items needed to implement Vendor's proposal as represented in Vendor's response to Functional and Technical requirements and Management proposal.  Please add additional items as needed.

		4		Prices shall not include Washington State Sales or Local Retail Tax.

		5		Proposer shall quote prices with freight prepaid and allowed.  Proposer shall quote prices Free On Board (FOB) Destination.

		6		All prices should be in US dollars.

		7		Please indicate payment terms:  Prompt Payment Discount ___% ___ days (not less than 30 days);  Net ___ days (not less than 30 days).  Pricing proposal shall not reflect any such discounts.



		8		The City of Seattle has entered into Interlocal Purchase Agreements with other governmental agencies pursuant to RCW 39.34.  

				The seller agrees to sell additional items at the bid price, terms and conditions to other governmental agencies.  The City of 

				Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies.

				         YES  ______     NO  _______



				If yes, prices are good until (  ) further notice or (  ) _________ (date).



		PRICE SUMMARY 

		ITEM				PHASE		 		TOTAL COST		COST 
Year 1		COST
Year 2		COST
Year 3		COST
Year 4		COST
Year 5

		a		System Prices		Implementation				$0		 

		b		Services Prices		Implementation				$0

		c 		Training Prices		Implementation				$0

		d		Maintenance and License Prices		Annual				$0

		e		Other Prices		Implementation/ Annual				$0

				TOTAL						$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0





				A. SYSTEM PRICES DETAIL

				List the one-time procurement price, if any, by module of each component of the Vendor's proposed software solution. Include all third party software required to implement the Vendor's proposed solution.

				Item: Module/Version#		Unit Price		Quantity		Total Price		Description

										0

										0

										0

										0

										0

				Third Party Products:

										0

										0

				TOTAL						$   - 0		Reflected in Line "a" of Price Summary.





				B. SERVICES PRICE DETAIL 

				List the complete fixed price including travel and other expenses for the Vendor's proposed services other than training.  Include all services and activities required to implement the Vendor's proposed solution. "Blended Rate" is the Total Price divided by the total hours for that service.

				Item		Hours		Blended Unit Price*		Total Price		Notes

				Project Management

				Installation Assistance

				Requirements Refinement and Software Design/Configuration

				Data Conversion

				Interface Development

				Testing

				Cutover Support

				Other: (Specify)

				TOTAL		$   - 0		$   - 0		$   - 0		Reflected in Line "b" of Price Summary.

				*Blended rate is the Vendor's averaged hourly rate for this service.



				C. TRAINING PRICE DETAIL 

				Detail all classes available including different levels of user training and administrator training if available.  Price will include travel and other expenses associated with training.

				Item: Specify Classes		# Students		Class Hours		Total Price		Notes

				End User Training		 



				Technical Training

						 

				Administrator Training



				TOTAL						$   - 0		Reflected in Line "c" of Price Summary.



				D. RECURRING COSTS PRICE DETAIL

				Vendor must propose a vendor-hosted "cloud" based solution.  Assume 1800 users.  Note: Specify Maintenance Support only if it is not already included in the annual license/use fee.

				Item		Year 1		Year 2		Year 3		Year 4		Year 5				Notes

				License/Use Fees

				Maintenance Support

				Other

				Third Party Products:

				License/Use Fees

				Maintenance Support

				Other

				TOTAL		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		Reflected in Line "d" of Price Summary.









				E. OTHER PRICES DETAIL

				In the table below, list any system or technical (e.g., database, report writer) software that is not included in the standard configuration, but  is required to run the proposed solution and you are NOT including in your cost proposal.Please document any price information not covered in the tables above for any products or services required to implement Vendor's proposal. Please include prices of one-time and recurring costs.

				Item		Year 1		Year 2		Year 3		Year 4		Year 5				Notes







				TOTAL		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		Reflected in Line "e" of Price Summary.



				F. PRICES OF ADDITIONAL OPTIONAL PRODUCTS AND SERVICES

				Please document any price information for additional, optional products or services recommended in your proposal that the City, at its option, may consider acquiring. Please include prices of both one-time and recurring costs.

				Item		Year 1		Year 2		Year 3		Year 4		Year 5				Notes







				TOTAL		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0



				G. PROJECT RESOURCES REQUIRED FROM THE CITY OF SEATTLE

				Based on experience with projects of this size and scope, please describe the level of staffing support required of the City for the implementation of your proposal.



				Type of Resource				Role/Activities				Required Skills				Total Project Hours				Notes















				VENDOR NAME:___________________________________________________________



				AUTHORIZED SIGNATURE:________________________________________________



				PRINTED NAME:___________________________________________________  DATE: _______________
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City of Seattle


Inclusion Plan




		Solicitation Number & Title:

		



		Your Company Name:

		     





Bidders must complete and submit this form with their RFP response. Carefully read the attached instructions.

For questions, call Miguel Beltran, 206-684-4525 Miguel.Beltran@seattle.gov

The RFP instructions for this project identify how many points this Inclusion Plan is given during RFP evaluation.  

Aspirational WMBE Goals.

Propose WMBE utilization goals in the spaces below. These goals represent WMBE utilization the Bidder intends to achieve during contract performance.  The goals should represent a realistic and achievable commitment. WMBE Bidders  may indicate your self-performance as well as work you intend to subcontract to other WMBE firms. See page 4 for instructions. These goals do not need to match, and are not expected to match WMBE Guarantees.

		Project Goals

		



		Specify the percentage participation by woman owned firms.  

		%



		Specify the percentage participation by minority owned firms.

		%



		TOTAL

		%





Strategies.


Describe strategies you intend to use to achieve the aspirational WMBE utilization for this contract.  This may include such strategies as negotiated award to a WMBE firm in lieu of competitive subcontract bids, using WMBE as a tiebreaker per RCW 35.22.650, strategies for self-performance and subcontracting, providing mobilization payments, and offering rapid invoice payments. 

Past Performance


As evidence of your good faith intentions to achieve the WMBE aspirational goals you provide on page 1, describe your past performance on contracts with similar work.  The City may review your past performance on previous City contracts.  Your response should concentrate on achievement when your effort was voluntary (i.e. goals were not mandatory such as a federally-funded DBE requirement), or where you exceeded the regulatory minimum requirement.  

WMBE Guarantees.

This section gives the option to guarantee utilization of certain WMBE firms as evidence of good faith efforts.  If you choose to list WMBE firms, you guarantee to the City and WMBE firm they will be used.  Provide the percentage of total contract value that you guarantee. Please see instructions on page 5.

		WMBE Business Name

		Percent of Contract



		     

		     



		     

		     



		     

		     



		     

		     



		     

		     





		     

		     



		

		     





Diverse Employment.

If you have a mission or program uniquely committed to hiring workers with employment barriers, veterans, disabled, the chronically unemployed or low income individuals, or woman and minority (if they are underutilized in your profession such as. construction trades), please describe.  The City expects a substantive and highly integrated program, instead of a standard EEO or Affirmative Action policy 

Describe how this mission or commitment would translate directly into placement of such workers to perform the scope of work for this City contract opportunity.


 Inclusion Plan Instructions

WMBE firms include any self-identified or state-certified firm that is at least 51% woman or minority owned (per SMC 20.42). The following may assist bidders:  https://wald1.seattle.gov/dea/registration/ and http://www.omwbe.wa.gov/certification/certification_directory.shtml).   A WMBE does not need to be self-identified and registered within the City’s on-line business registration at time of bid, but must do so before contract execution. 

1. When the City places the Inclusion Plan into the solicitation requirements, the “Bidder” must complete and submit this WMBE Inclusion Plan as part of the RFP response.  If the form is not completed and submitted as part of the response, the bid will be considered non-responsive.

2. The RFP provides the evaluation scoring matrix, which includes how many points this Inclusion Plan will be given in RFP evaluation.  Notes below provide you the context of how points will be considered. The Plan will be evaluated by the City based upon the strength of the good faith efforts to utilize WMBE-owned firms

3. A Prime (i.e. the Bidder, Vendor, the company submitting the proposal) who self-identifies (or is state certified) as a WMBE firm, must complete this form. even if it intends to self-perform.  

4. If you are a WMBE Prime and chose to self-perform elements that are eligible for subcontracting (i.e. work that is discretionary, which a prime may chose to self-perform or subcontract) , you may include your self-performance as part of your aspirational goal, and may name your self-performance for such discretionary work within your Guaranteed WMBE utilization. 


5. All work identified in the Plan to be performed by a WMBE firm must be a commercially useful function for the contract scope.


6. The City may discuss the Plan with the apparent successful bidder before incorporating into the contract; the Plan may be amended by mutual consent.


7. For phased work, (for example, an IT project), provide responses as thorough as possible given the scope known.  If future phases require, the City will review the Plan for mutually-agreed upon updates.

Aspirational WMBE Goals (Page 1)


8. These goals are a serious commitment the Prime (i.e. Bidder or Proposer)  can reasonably and realistically achieve given good faith efforts.  


9. These aspirational goals, good faith efforts, progress reports, and collaboration with the City are material to the contract. 

10. The Bidder is to provide an Aspirational Goal that is achievable.  Failure to achieve the goal itself is not a material breach, but substantial variance below the Aspirational goal volunteered by the Bidder  may measure failed good faith efforts, to establish a reasonable goal and/or build an appropriate effort to achieve the aspirational goal.

11. The Aspirational Goal percentage applies to the entire contract cost.  If change to the contract requires a modification to the percentage, then the City and Prime will discuss whether a greater or lesser goal is appropriate and modify the Plan.


12. The bidder should enter a total WMBE goal on page 1 where indicated.  The City seeks a separate percentage WBE and MBE goal. If the bidder does not provide such goals separately and only gives a total, then the City may seek the two separate percentages after bid opening and rely upon the total for scoring. If the Bidder provides a WBE and MBE goal, but does not total the percentage, the City shall total those percentages to become the total. 

WMBE Guarantee (Page 2)


13. The Prime has the option to list WMBE firms with whom the Prime commits to contract. This does not need, and is not expected, to equal your aspirational goal on page 1.  You may have WMBE firms you can commit at time of bid, but may have other opportunities you are not yet prepared to guarantee. 


14. A WMBE Guarantee should be secured with the WMBE firm in advance of listing on the form.  The City does not require a signed contract in place with the WMBE.

15. Changes to named WMBE Guarantees:   


a.         A named firm includes any WMBE named in the Inclusion Plan with whom the Bidder would Contract if awarded the Contract.  


b.         Any such WMBE that the Prime wishes to substitute during the course of the project must have City Buyer consent through a change order and a demonstrated “good cause.”  “Good cause” shall include the following:


1. Failure of the WMBE to execute a written contract after a reasonable period of time.


2. Bankruptcy of the WMBE.


3. Failure of the WMBE to provide the required bond.


4. The WMBE is unable to perform the work because they are debarred, not properly licensed, or in some other way is ineligible to work.


5. Failure of the WMBE to comply with a requirement of law applicable to subcontracting.


6. The death or disability of the WMBE (if the WMBE is an individual)


7. Dissolution of the WMBE (if the WMBE is a corporation or partnership).


8. If there is a series of failures by the WMBE to perform in accordance with previous contracts.


9. Failure or refusal of the WMBE to perform the work.


c.         If the Prime is making a change to a named WMBE Subcontractor, then the Prime shall use good faith efforts to recruit another WMBE to do the Work. 


Diverse Employment (Page 3)


a. Corporate EEO policies and affirmative action policies are not indicative of a unique employment mission.


b. A response is not required, if you have no such program within your company and/or you do not have a unique mission as part of your business purpose.
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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.

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2 Business name/disregarded entity name, if different from above

|:| Individual/sole proprietor or |:| C Corporation

single-member LLC

the tax classification of the single-member owner.
|:| Other (see instructions) »

Print or type

3 Check appropriate box for federal tax classification; check only one of the following seven boxes:
|:| S Corporation

|:| Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) »
Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):

Exempt payee code (if any)

|:| Partnership |:| Trust/estate

Exemption from FATCA reporting
code (if any)

(Applies to accounts maintained outside the U.S.)

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

Requester’s name and address (optional)

6 City, state, and ZIP code

See Specific Instructions on page 2.

7 List account number(s) here (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the Part | 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 instructions for line 1 and the chart on page 4 for | Employer identification number

guidelines on whose number to enter.

| Social security number

or

Part i Certification

Under penalties of perjury, | certify that:

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

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | 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 | am

no longer subject to backup withholding; and

3. Iam a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

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 3.

Slgn Signature of
Here U.S. person >

Date >

General Instructions

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

Future developments. Information about developments affecting Form W-9 (such
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an information
return with the IRS must obtain your correct taxpayer identification number (TIN)
which may be your social security number (SSN), individual taxpayer identification
number (ITIN), adoption taxpayer identification number (ATIN), or employer
identification number (EIN), to report on an information return the amount paid to
you, or other amount reportable on an information return. Examples of information
returns include, but are not limited to, the following:

e Form 1099-INT (interest earned or paid)
e Form 1099-DIV (dividends, including those from stocks or mutual funds)
® Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

® Form 1099-B (stock or mutual fund sales and certain other transactions by
brokers)

* Form 1099-S (proceeds from real estate transactions)
® Form 1099-K (merchant card and third party network transactions)

* Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T
(tuition)
® Form 1099-C (canceled debt)
* Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to
provide your correct TIN.

If you do not return Form W-9 to the requester with a TIN, you might be subject
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you:

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, and

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on
page 2 for further information.

Cat. No. 10231X
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Note. If you are a U.S. person and 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 under section
1446 on any foreign partners’ share of effectively connected taxable income from
such business. Further, in certain cases where a Form W-9 has not been received,
the rules under section 1446 require a partnership to presume that a partner is a
foreign person, and pay the section 1446 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 section 1446 withholding on your share of partnership income.

In the cases below, the following person must give 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:

¢ In the case of a disregarded entity with a U.S. owner, the U.S. owner of the
disregarded entity and not the entity;

¢ In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally,
the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and

¢ In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a
grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign person or the U.S. branch of a foreign bank
that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use
the appropriate Form W-8 or Form 8233 (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, give the requester the
appropriate completed Form W-8 or Form 8233.

Backup Withholding

What is backup withholding? Persons making certain payments to you must
under certain conditions withhold and pay to the IRS 28% 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, payments made in
settlement of payment card and third party network transactions, 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 Il 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 Exempt
payee code on page 3 and the separate Instructions for the Requester of Form
W-9 for more information.

Also see Special rules for partnerships above.

What is FATCA reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign
financial institution to report all United States account holders that are specified
United States persons. Certain payees are exempt from FATCA reporting. See
Exemption from FATCA reporting code on page 3 and the Instructions for the
Requester of Form W-9 for more information.

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

Line 1

You must enter one of the following on this line; do not leave this line blank. The
name should match the name on your tax return.

If this Form W-9 is for a joint account, list first, and then circle, the name of the
person or entity whose number you entered in Part | of Form W-9.

a. Individual. Generally, enter the name shown on your tax return. If you have
changed your last name without informing the Social Security Administration (SSA)
of the name change, enter your first name, the last name as shown on your social
security card, and your new last name.

Note. ITIN applicant: Enter your individual name as it was entered on your Form
W-7 application, line 1a. This should also be the same as the name you entered on
the Form 1040/1040A/1040EZ you filed with your application.

b. Sole proprietor or single-member LLC. Enter your individual name as
shown on your 1040/1040A/1040EZ on line 1. You may enter your business, trade,
or “doing business as” (DBA) name on line 2.

c. Partnership, LLC that is not a single-member LLC, C Corporation, or S
Corporation. Enter the entity's name as shown on the entity's tax return on line 1
and any business, trade, or DBA name on line 2.

d. Other entities. Enter your name as shown on required U.S. federal tax
documents on line 1. 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 line 2.

e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a “disregarded
entity.” See Regulations section 301.7701-2(c)(2)(iii). Enter the owner's name on
line 1. The name of the entity entered on line 1 should never be a disregarded
entity. The name on line 1 should be the name shown on the income tax return on
which the income should be reported. For example, if a foreign LLC that is treated
as a disregarded entity for U.S. federal tax purposes has a single owner that is a
U.S. person, the U.S. owner's name is required to be provided on line 1. 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
line 2, “Business name/disregarded entity name.” If the owner of the disregarded
entity is a foreign person, the owner must complete an appropriate Form W-8
instead of a Form W-9. This is the case even if the foreign person has a U.S. TIN.
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Line 2

If you have a business name, trade name, DBA name, or disregarded entity name,
you may enter it on line 2.

Line 3

Check the appropriate box in line 3 for the U.S. federal tax classification of the
person whose name is entered on line 1. Check only one box in line 3.

Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a
partnership for U.S. federal tax purposes, check the “Limited Liability Company”
box and enter “P” in the space provided. If the LLC has filed Form 8832 or 2553 to
be taxed as a corporation, check the “Limited Liability Company” box and in the
space provided enter “C” for C corporation or “S” for S corporation. If it is a
single-member LLC that is a disregarded entity, do not check the “Limited Liability
Company” box; instead check the first box in line 3 “Individual/sole proprietor or
single-member LLC.”

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA reporting, enter in the
appropriate space in line 4 any code(s) that may apply to you.

Exempt payee code.

¢ Generally, individuals (including sole proprietors) are not exempt from backup
withholding.

¢ Except as provided below, corporations are exempt from backup withholding
for certain payments, including interest and dividends.

e Corporations are not exempt from backup withholding for payments made in
settlement of payment card or third party network transactions.

e Corporations are not exempt from backup withholding with respect to attorneys'
fees or gross proceeds paid to attorneys, and corporations that provide medical or
health care services are not exempt with respect to payments reportable on Form
1099-MISC.

The following codes identify payees that are exempt from backup withholding.
Enter the appropriate code in the space in line 4.

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 U.S. commonwealth or possession, or
any of their political subdivisions or instrumentalities

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

5—A corporation

6—A dealer in securities or commodities required to register in the United
States, the District of Columbia, or a U.S. commonwealth or possession

7 —A futures commission merchant registered with the Commodity Futures
Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the Investment
Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution

12—A middleman known in the investment community as a nominee or
custodian

13—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 13.

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

Interest and dividend payments All exempt payees except

for 7

Broker transactions Exempt payees 1 through 4 and 6
through 11 and all C corporations. S
corporations must not enter an exempt
payee code because they are exempt
only for sales of noncovered securities

acquired prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

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

Generally, exempt payees

' | 1 through 5°

Payments made in settlement of
payment card or third party network
transactions

Exempt payees 1 through 4

' See Form 1099-MISC, Miscellaneous Income, and its instructions.

*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 reportable under
section 6045(f), and payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify payees
that are exempt from reporting under FATCA. These codes apply to persons
submitting this form for accounts maintained outside of the United States by
certain foreign financial institutions. Therefore, if you are only submitting this form
for an account you hold in the United States, you may leave this field blank.
Consult with the person requesting this form if you are uncertain if the financial
institution is subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” (or any
similar indication) written or printed on the line for a FATCA exemption code.

A—An organization exempt from tax under section 501(a) or any individual
retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a U.S. commonwealth or possession, or
any of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or more
established securities markets, as described in Regulations section
1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated group as a
corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial instruments
(including notional principal contracts, futures, forwards, and options) that is
registered as such under the laws of the United States or any state

G—A real estate investment trust

H—A regulated investment company as defined in section 851 or an entity
registered at all times during the tax year under the Investment Company Act of
1940

|—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section 4947(a)(1)
M—A tax exempt trust under a section 403(b) plan or section 457(g) plan

Note. You may wish to consult with the financial institution requesting this form to
determine whether the FATCA code and/or exempt payee code should be
completed.

Line 5

Enter your address (number, street, and apartment or suite number). This is where
the requester of this Form W-9 will mail your information returns.

Line 6

Enter your city, state, and ZIP code.

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 this page), 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
SSA 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, apply for a TIN
and 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 U.S. entity that has a foreign owner must use the
appropriate Form W-8.
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Part Il. 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
items 1, 4, or 5 below indicate otherwise.

For a joint account, only the person whose TIN is shown in Part | should sign
(when required). In the case of a disregarded entity, the person identified on line 1
must sign. Exempt payees, see Exempt payee code earlier.

Signature requirements. Complete the certification as indicated in items 1
through 5 below.

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.

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 made in
settlement of payment card and third party network transactions, 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 The actual owner of the account or,
account) if combined funds, the first

individual on the account'

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

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

5. Sole proprietorship or disregarded
entity owned by an individual

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

The minor’
The grantor-trustee’

The actual owner'

The owner’

The grantor*

3You 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 2.

*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, 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
(TIGTA) 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.

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

7. Disregarded entity not owned by an | The owner
individual

. A valid trust, estate, or pension trust | Legal entity’

© ®

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

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

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

The corporation

The organization

The partnership
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

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

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

The public entity

The trust

? Gircle the minor’s name and furnish the minor's SSN.

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.
commonwealths and 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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INSURANCE REQUIREMENTS AND TRANSMITTAL SHEET 

PURCHASING SERVICES
REF: RFP-SCL-3399

City of Seattle


Attachment No.      

       VENDOR: SEND THIS FORM TO YOUR INSURANCE PROFESSIONAL

INSURANCE AGENT/BROKER: 

( PLEASE COMPLETE THESE FIELDS SO THAT WE MAY CONTACT YOU IF NECESSARY.                 *REQUIRED FIELDS


*NAME:      


TITLE:      


*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 PURCHASING SERVICES DIVISION

                                      

ATTN:      

 





PO Box 94687

                                       

SEATTLE, WA 98124-4678

( 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 .


1. In the “Certificate Holder” field of the certificate of insurance, write “Attention:City of Seattle.” 

2. Upon award of the contract, Vendor shall, at its sole expense and for the entire term of the contract, provide insurance to the City of Seattle (“City”) as checked below in    days or the city may withdraw its intent to award:

· ( COMMERCIAL GENERAL LIABILITY (CGL) or INSURANCE OR EQUIVALENT INCLUDING: 


( PREMISES 


( PRODUCTS-COMPLETED OPERATIONS 



( CONTRACTUAL LIABILITY  



( STOP GAP/EMPLOYER’S LIABILITY (UNLESS NO OBLIGATION TO INSURE WA STATE WC)

   XCU AND SUBSIDENCE PERILS NOT EXCLUDED

  PRODUCTS/COMPLETED OPNS. ADD’L INSURED FOR THREE (3) YEARS FOLLOWING END OF CONTRACT

· MINIMUM LIMITS OF LIABILITY SHALL BE:   


		    $1,000,000

		EACH OCCURRENCE COMBINED SINGLE LIMIT BODILY INJURY AND PROPERTY DAMAGE (CSL)



		    $2,000,000   

		PRODUCTS/COMPLETED OPERATIONS AGGREGATE



		    $2,000,000   

		GENERAL AGGREGATE



		    $1,000,000   

		EACH ACCIDENT/ DISEASE—POLICY LIMIT/ DISEASE—EACH EMPLOYEE STOP GAP/EMPLOYER’S LIABILITY 





· ( AUTOMOBILE LIABILITY INSURANCE FOR OWNED, NON-OWNED AND HIRED VEHICLES AS APPROPRIATE   
  WITH MINIMUM LIMITS OF LIABILITY SHALL BE $1,000,000 CSL.

· NOTE: GARAGE LIABILITY WITH APPROPRIATE COVERAGES AND LIMITS OF LIABILITY MAY SUBSTITUTE FOR CGL AND AUTOMOBILE INSURANCE.


·  Garage Keeper’s Legal Liability (GKLL) insurance to cover vehicles in vendor’s bailment.  Minimum limit of liability of $        each vehicle and $       each occurrence.   


·  “On-Hook” GKLL coverage required with minimum limit of liability of $      each vehicle.


 IN-TRANSIT POLLUTION LIABILITY CA 99 48/MCS-90 (N/A IF COVERED UNDER AN IN-TRANSIT EXTENSION OF     A CONTRACTOR’S POLLUTION LIABILITY INSURANCE POLICY)


· (  WORKER'S COMPENSATION INSURANCE FOR WASHINGTON STATE AS REQUIRED BY TITLE 51 RCW.


  UMBRELLA/EXCESS/BUMBERSHOOT LIABILITY INSURANCE OVER CGL/MGL/AUTOMOBILE LIABILITY  

MINIMUM LIMIT OF LIABILITY SHALL BE  $1,000,000 CSL  $      CSL ($      MINIMUM TOTAL LIMITS REQUIREMENT)


   CONTRACTOR’S POLLUTION LIABILITY INSURANCE. MINIMUM LIMITS OF LIABILITY SHALL BE  $1,000,000  $      EACH CLAIM WITH A MINIMUM AGGREGATE LIMIT OF 200% OF THE EACH CLAIM LIMIT.  THERE SHALL BE NO REQUIREMENT FOR A DEDICATED PROJECT AGGREGATE LIMIT PROVIDED THAT THE CONTRACTOR SHALL (1) SUBMIT TO THE CITY WITH ITS INSURANCE CERTIFICATION A WRITTEN STATEMENT FROM ITS AUTHORIZED INSURANCE REPRESENTATIVE THAT THE FULL MINIMUM AGGREGATE LIMIT IS AVAILABLE AND HAS NOT BEEN IMPAIRED BY ANY CLAIMS RESERVED ON ANOTHER PROJECT, AND (2) THEREAFTER, UNTIL THE COMPLETION OF THE WORK, THE CONTRACTOR SHALL PROVIDE NOTICE IN WRITING TO THE CITY WITHIN TEN (10) DAYS OF CONTRACTOR’S CONSTRUCTIVE KNOWLEDGE OF ANY PENDING OR ACTUAL IMPAIRMENT OF THE AGGREGATE LIMIT.

   AVIATION LIABILITY INSURANCE WITH MINIMUM LIMITS OF $1,000,000 CSL OR  $      CSL

   PROFESSIONAL LIABILITY INSURANCE WITH MINIMUM LIMIT OF LIABILITY $      EACH CLAIM


 
   WATERCRAFT/P&I LIABILITY INSURANCE WITH MINIMUM LIMITS OF LIABILITY $     

   SHIP REPAIRER’S OR MARINA OPERATOR’S LEGAL LIABILITY INSURANCE COVERING THE VENDOR’S LIABILITY FOR LOSS OR DAMAGE, INCLUDING LOSS OF USE, TO OWNERS OF WATERCRAFT WHILE IN THE VENDOR’S CARE, CUSTODY AND CONTROL FOR THE PURPOSE OF BEING REPAIRED OR SERVICED.  


MINIMUM LIMITS OF LIABILITY SHALL BE $      EACH VESSEL


   JONES ACT LIABILITY WITH MINIMUM LIMITS   $1,000,000 OR $     .

   U.S.L. & H. LIABILITY INSURANCE WITH MINIMUM LIMITS OF LIABILITY $     

   MISCELLANEOUS:        WITH MINIMUM LIMIT $       

TERMS AND CONDITIONS:

1. City of Seattle as Additional Insured: The CGL/MGL insurance shall include “the City of Seattle” as an additional insured for primary and non-contributory limits of liability.


2. No Limitation of Liability: Insurance coverage and limits of liability as specified herein are minimum coverage and limit of liability requirements only.  They shall not be construed to limit the liability of Vendor or any insurer for any claim that is required to be covered hereunder to less than the applicable limits of liability stated in the declarations.  Moreover, the City shall be an additional insured, where additional insured status is required, for the full available limits of liability maintained by vendor, whether those limits are primary, excess, contingent or otherwise.  Vendor expressly understands and agrees that this provision shall override any limitation of liability or similar provision in any agreement or statement of work between the City and Vendor.


3. Claims Made Form:  If any policy is written on a claims made form, the retroactive date shall be prior to or coincident with the effective date of this contract.  Claims made coverage shall be maintained by the Vendor for a minimum of three (3) years following the expiration or earlier termination of this contract, and the Vendor shall provide the City with evidence of insurance for each annual renewal.  If renewal of the claims made form of coverage becomes unavailable or economically prohibitive, the Vendor shall purchase an extended reporting period (“tail”) or execute another form of guarantee acceptable to the City to assure financial responsibility for liability assumed under the contract.


4. Deductibles and Self-Insured Retentions:  Any self-insurance retention or deductible in excess of $ 25,000 that is not “fronted” by an insurer and for which claims the vendor or its third-party administrator is directly responsible for defending and indemnifying must be disclosed on the certificate of liability insurance.  Vendor agrees to defend and indemnify the City under its self-insured or deductible layer and upon City’s request advise the full delivery address of the individual or department to whom a tender of a claim should be directed.   


5. Notice of Cancellation:   Under RCW 48.18.290 (1) (a) and (b) (“Cancellation by insurer”) applicable to insurers licensed to do business in the State of Washington, the City, as a certificate holder for the insurance requirements specified herein and an additional insured, has an interest in any loss which may occur; written notice of cancellation must therefore be actually delivered or mailed to the City not less than 45 days prior to cancellation (10 days as respects non-payment of premium).  As respects surplus lines placements, written notice of cancellation shall be delivered not less than 30 days prior to cancellation (10 days as respects non-payment of premium).


6. Qualification of Insurers:  Insurers shall maintain A.M. Best’s ratings of A- VII unless procured as a surplus lines placement under RCW chapter 48.15, or as may otherwise be approved by the City.


7. Changes in Insurance Requirements: The City shall have the right to periodically review the adequacy of coverages and/or limits of liability in view of inflation and/or a change in loss exposures and shall have the right to require an increase in such coverages and/or limits upon ninety (90) days prior written notice to the Vendor.  Should Vendor, despite its best efforts, be unable to maintain any required insurance coverage or limit of liability due to deteriorating insurance market conditions, it may upon thirty (30) days prior written notice request a waiver of any insurance requirement, which request shall not be unreasonably denied.


8. Evidence of Insurance:  


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


b. An attached designated additional insured endorsement or blanket additional insured wording to the CGL/MGL and (if required) Contractor’s Pollution Liability insurance policy.


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

Send evidence of insurance to the City at the addresses at the top of this form. If any questions or issues, contact the City of Seattle Risk Management Division at direct telephone extension (206) 386-0071 or by email at riskmanagement@seattle.gov .

NOTE: CERTIFICATES WITHOUT ATTACHED ADDITIONAL INSURED ENDORSEMENT OR BLANKET ADDITIONAL INSURED WORDING WILL NOT BE APPROVED![image: image1][image: image2][image: image3][image: image4][image: image5][image: image6]
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Note:  This contract indicates terms and conditions required by The City. All submitting companies agree to the terms and conditions of this contract.  Vendors may submit requests for exceptions at the time of proposal submittal; and the City may consider such requests but is not obligated to accept such requests.  The City may also make changes to best reflect the project and interests of the City prior to submittal of the final Contract for signature.


TECHNOLOGY CONTRACT


City of Seattle


CONTRACT FOR SEATTLE CITY LIGHT TOOL ROOM AUTOMATION SYSTEM


TABLE OF CONTENTS


1. Definitions ……………………………………………….…………………………………………………..1

22.
Term of Contract


3.
Survivorship
2

4.
Statement of Work
2

5.
Expansion Clause
2

6.
Work Order Process
3

7.
Documentation
4

8.
Payment Procedures
4

9.
Taxes, Fees and Licenses
6

10.
License for Use
6

11.
Software Upgrades and Enhancements and Optional Modules
6

12.
Warranties
6

13.
Reauthorization Code Required
8

14.
Title to Equipment
9

15.
Ownership of Deliverables
9

16.
Risk of Loss, Freight, Overages or Underages
9

17.
Protection of Persons and Property
9

20.
Contract Notices, Deliverable Materials and Invoices Delivery
9

21
Representations
10

22
Inspection
10

23
Affirmative Efforts for Utilization of Women and Minority Subcontracting, Non-Discrimination
10

24.
Assignment and Subcontracting
10


Subcontracting Vendor shall not subcontract any of its obligations under this Contract without Seattle’s written consent, which may be granted or withheld in Seattle’s sole discretion. Vendor shall ensure that all subcontractors comply with the obligations, requirements and terms and conditions of the subcontract, except for Equal Benefit provisions.  Seattle’s consent to subcontract shall not release the Vendor from liability under this Contract, or from any obligation to be performed under this Contract, whether occurring before or after such consent to subcontract.
11

25.
Key Persons and Subcontractors
11

Contractor shall not transfer, reassign or replace any individual or subcontractor that is determined to be essential or that has been agreed upon in the Contractor’s Subcontracting (Inclusion) Plan, without express written consent of Seattle.  If during the term of this Contract, any such individual leaves the Contractor’s employment or any named subcontract is terminated for any reason, Contractor shall notify Seattle and seek approval for reassignment or replacement with an alternative individual or subcontractor. Upon Seattle’s request, the Contractor shall present to Seattle, one or more subcontractors or individual(s) with greater or equal qualifications as a replacement.  Continued achievement of the Subcontracting (Inclusion) Plan that was incorporated into this Contract by reference, if any, and the associated subcontract awards, aspirational goals and efforts, will be one of the considerations in approval of such changes. Seattle’s approval or disapproval shall not be construed to release the Contractor from its obligations under this Contract.
11

26.
Equal Benefits
11

27.
General Legal Requirements
11

28.
Indemnification
11

29.
Insurance
12

30.
Review of Vendor Records
12

31.
Independent Contractor
13

36.
Errors & Omissions:  Correction
13

37.
Intellectual Property Rights
14

38.
Confidentiality
14

39.
Publicity
15

42.
Dispute Resolution
15

43.
Termination
15

44.
Force Majeure– Suspension and Termination
16

45.
Major Emergencies or Disasters:
16

46.
Debarment
17

47.
Recycle Products Requirements
17

48.
Section Headings, Incorporated Documents and Order of Precedence
17

49.
Entire Agreement
18

50.
Authority for Modifications and Amendments
18

51.
Severability
18

52.
Vendor Authorizations
18

53
Ability to Perform
18

54.
Miscellaneous Provisions
19




TECHNOLOGY CONTRACT


City of Seattle


CONTRACT FOR SEATTLE CITY LIGHT TOOL ROOM AUTOMATION SYSTEM

This Contract is made and entered into by and between City of Seattle (“City”), a Washington municipal corporation; and ________________ (Address: --)(“Vendor”), a corporation of the State of _______, and authorized to do business in the State of Washington.


Vendor Business:


Name of Representative: 





Vendor Address:




Vendor Phone:




Vendor Fax:




Vendor e-mail:




WHEREAS, the purpose of this contract is to provide Seattle City Light with a TOOL ROOM AUTOMATION SYSTEM; and


WHEREAS, Vendor was selected  as a result of a Request for Proposal process initiated March 25, 2015  as required by Seattle Municipal Code since costs are anticipated to exceed $47,000 in value; and


WHEREAS, funds for this purpose are authorized through the City of Seattle annual budget;


NOW, THEREFORE, in consideration of the terms, conditions, covenants, and performance of the Statement of Work contained herein, as attached and made a part hereof, the City and Vendor mutually agree as follows:

1. Definitions

a) City Data - means information, software, and content that the City provides, including, without limitation, any hypertext markup language files, scripts, programs, recordings, sound, music, graphics, images, applets or servlets that the City or its Subcontractors create, install, upload or transfer in or through to the System.

b) Buyer:  Individual designated by the City to conduct the Contract solicitation process, draft and negotiate contracts, resolves contractual issues and supports the City’s Project Manager during Contract performance.


c) Change Order:  A written modification, addition or deletion to any part of a Statement of Work or Work Order which is signed by both parties.

d) Contract:  The writings and drawings embodying the legally binding obligations between the City and the Contractor as set forth more specifically in Sections 2 and 49.

e) Contract Amendment:   A written change to the Contract signed by both parties.

f) Contractor:  The individual, association, partnership, firm, company, corporation, or combination thereof, including joint ventures, contracting with the City for the performance of Services or Work under this Contract.

g) Contractor Technology: Software, hardware, or any other intellectual property owned by or licensed by the Contractor and used in the performance of the Services.

h) Documentation:  Technical documentation to be provided and delivered by Contractor relating to the Services provided under this Contract, including but not limited to design documents, functional specifications, technical specifications, systems documentation, and manuals describing how to operate and support the software as configured and the technical objects provided in this Contract without additional charge other than the charges set forth in the applicable SOW, as may be amended by the parties.  Documentation also includes information about the performance of the Services such as status reports or other information related to the Services provided under this Contract. Documentation also includes training materials.

i) Hosted Services:  A type of Service which involves a party other than the City, providing the physical data center space, hardware, database software and other software as agreed upon, as well as the labor necessary to maintain the underlying infrastructure of the System or a Side System.  The specific descriptions of the Hosting Services and associated Service Level Agreements (SLAs) will be agreed upon in a Statement of Work.

j) Managed Services:  A type of Service which involves a party other than the City providing Services on an ongoing basis to perform maintenance and to provide continuous improvement for a System or Side System. The specific descriptions of the Managed Services and associated Service Level Agreements (SLAs) will be agreed upon in a Statement of Work.  

k) Project Manager - City:  The individual designated by the City to manage the project on a daily basis and who may represent the City for contract administration.

l) Project Manager – Contractor:  The individual designated by the Contractor to manage the project on a daily basis and who may represent Contractor for contract administration.

m) RFP: The Request for Proposal issued by the City with RFP No. SCL-3450 entitled “PeopleSoft Reimplementation Project”.


n) Statement of Work (SOW): An attachment to this Contract, which is incorporated herein, consisting of written descriptions of Services to be performed.

o) Services:  The activities, services, functions and responsibilities to be provided by Contractor as specifically set forth in a Statement of Work. Services do not involve the delivery of any specific manufactured goods.

p) System:  Any software system used by the City for which the Contractor will provide Services under an SOW.  Some Systems may provide support to the overall Case Management System such as production job scheduling systems.

q) Work: All work product created by Contractor or its subcontractors pursuant to the terms of this Contract, including any data, drawings, technical information, documentation, reports, notes, work papers, review sheets, software, or other material delivered to the City by Contractor arising out of, or resulting from, the Services provided by Contractor under this Contract.

r) Work Order: Written documents signed by both parties and generated by the City upon which Contractor shall commence certain of the Services set forth in the applicable Statement of Work; The Work Order may be referred to as Purchase Order.


2. Term of Contract

Any contract awarded shall be for an initial term of one (1) year with five (5) 1-year extension allowed to include, not only the delivery and maintenance of the system, but also possible future enhancements/upgrades to the system. Such extensions shall be automatic, and shall go into effect without written confirmation, unless either party provides advance notice of the intention to not renew.  Such notice shall be given at least 45 days prior to the otherwise automatic renewal date.

This Contract’s initial Software maintenance and support term shall be for 1 year with annual renewals, commencing the day following expiration of Vendor’s warranty for the Software.

3. Survivorship


All purchase transactions and deliverables executed pursuant to the authority of this Contract shall be bound by all of the terms, conditions, prices and price discounts set forth herein, notwithstanding the expiration of the initial term of this Contract or any extensions thereof.  Further, the terms, conditions and warranties contained in this Contract that by their sense and context are intended to survive the completion of the performance, cancellation or termination of this Contract.  In addition, the terms of the sections titled Overpayments to Vendor, Warranties, Publicity, Section Headings, Incorporated Documents and Order of Precedence, Publicity, Review of Vendor Records, Patent and Copyright Indemnification, Disputes and Limitations of Liability, shall survive the termination of this Contract.

4. Statement of Work

Vendor shall provide the following products and/or services as attached in Exhibit A Statement of Work, (“SOW”) for the implementation planning, detailed design, interfaces, software integration, software configuration, testing, training, end user and technical documentation, project management, implementation change management, and post-implementation warranty support as described in the Statement of Work (Section 5) for of  ​​​RFP-SCL-3450 for which work shall be authorized by individual Work Orders executed in accordance with the Work Order provision herein.  These products and/or services shall be termed “work” herein.     


5. Expansion Clause


This contract may be expanded as mutually agreed, if such expansion is approved in writing by the Buyer from the City Purchasing Office of the Department of Finance and Administrative Services, City of Seattle.  No other City employee is authorized to make such written notices.  The Buyer will ensure the expansion meets the following criteria collectively:  (a)  it could not be separately bid, (b) the change is for a reasonable purpose, (c) the change was not reasonably known to either the City or vendors at time of bid or else was mentioned as a possibility in the bid (such as a change in environmental regulation or other law); (d) the change is not significant enough to be reasonably regarded as an independent body of work; (e) the change could not have attracted a different field of competition, and (f) the change does not vary the essential identity or main purpose of the contract.  The Buyer shall make this determination, and may make exceptions for immaterial changes, emergency or sole source conditions, or for other situations as required in the opinion of the Buyer.  Certain Work Orders or changes are not considered an expansion of scope, including an increase in quantities ordered, the exercise of options and alternates in the bid, change in design and specifications that does not expand the work beyond the limits provided for above, or ordering of work originally identified within the originating solicitation. If such changes are approved, changes are conducted as a written order issued by the City Purchasing Buyer in writing to the Vendor.

6. Work Order Process


The Contractor shall furnish a Case Management System, it’s content and reports pursuant to work orders executed by both parties and issued under this Contract, and shall be listed on a “Statement of Work”, attached hereto as Exhibit A. Each work order shall be subject to all of the terms and conditions of this Contract, and incorporated into this Contract by this reference. The Contractor shall furnish the services (“deliverables”) specified in the Work Order in an aggregate, single, complete transaction and not as separate items.  For each work order under this Contract, Contractor shall commence work upon issuance of a notice to proceed by the City.  


Work Order #1, under this contract shall be issued to City of Seattle, Seattle City Light.  Execution of this Contract shall constitute notice to proceed for Statement of Work #1.  


The Contractor shall furnish all Systems and Hosted Services goods and services (“Deliverables”) pursuant to work orders issued under this Contract. Each work order shall be subject to all of the terms and conditions of this Contract, and incorporated into this Contract by this reference. The Vendor shall furnish all Systems and Hosted Services Deliverables specified in the Work Order in an aggregate, single, complete transaction and not as separate items.  For each work order under this Contract, Vendor shall commence work upon issuance of a notice to proceed by the City. Work orders under this Contract may be generated by the City under the following conditions:


5.1.
The Work Order is within the scope of the original solicitation and contract or is within the allowed conditions for expansions under Section 5 (Expansion Clause) above;


5.2.
The City issues a request to change quantities of any deliverable;


5.3.
The City orders additional custom features, modifications, or interfaces for the hosted system prior to or after the acceptance period.


5.4.
The City chooses to host the system internally.


For any subsequent work order(s) requested by either party, the Vendor shall submit a detailed proposal for the change. The Vendor shall analyze, record, estimate and submit to the City, for its approval, the proposed scope for the changed or new work, a work schedule, and a rate or price adjustment for completion of the work to be changed or added.  Once this proposal is received and approved by the City, a new work order will be issued for the changed or additional work. Upon the City’s written approval and notice to proceed, the Vendor shall implement the change or additional work and invoice for the changed or additional work consistent with the City’s approval notice and the terms and conditions of this Contract. 


The City may, at its option, add, delete or modify any part of any work order by giving Vendor notice of such change within the time period specified in the applicable work order.  Within seven (7) days after the date of such notice, the Vendor shall deliver to the City an amended work order reflecting the change in description, schedule and/or dollar amount due using the unit prices as proposed for the specific work order in Vendor’s Proposal.


The Vendor shall not proceed unless authorized by a mutually agreed upon amendment.  Such extra work shall be in compliance with Section 5 (Expansion Clause) and shall be authorized in writing only by the City Purchasing Buyer, Department of Finance and Administrative Services.  Any costs incurred due to the performance of extra work will not be reimbursed until or unless an amendment is agreed upon.


The City does not guarantee utilization of goods and services provided for in this Contract for which the City has not issued a work order(s).

7. Documentation

Unless specified otherwise in Contract attachments, Vendor will provide two (2) complete sets of documentation for each Software/Hardware order or System delivered, including technical and maintenance information, and, where applicable, installation information.  Vendor shall also provide two (2) complete sets of documentation for each updated version of Software that vendor provides.  Vendor shall provide the documentation on or before the date Vendor delivers its respective Software.  There shall be no additional charge for this documentation or the updates, in whatever form provided.  Vendor’s Software documentation shall be comprehensive, well structured, and indexed for each reference.  If Vendor maintains its technical, maintenance and installation documentation on a web site, Vendor may fulfill the obligations set forth in this section by providing Purchaser access to its web-based documentation information. 

Vendor will adhere to established Seattle City Light Software Development (and implementation) Lifecycle methodology and provide required documentation for approval at appropriate milestones.  All documentation will be drafted and presented to SCL IT Project Manager for review and feedback prior to approval.   


The City reserves the right to withhold payment for a deliverable, modification or enhancement until it receives all documentation associated with the same.  

8. Payment Procedures

Vendor shall only invoice upon the City’s approval of the deliverable and in a manner consistent with the payment schedule attached, if any.  Once the City has received and approved the invoice, the City will provide payment within thirty (30) days.  The aggregate amount represents the full and final amount to be paid by the City for all expenses incurred and incidentals necessary to complete the work. 


The City shall not be obligated to pay any other compensation, fees, charges, prices or costs, nor shall Vendor charge any additional compensation for completing the work order of the Statement of Work. All costs invoiced to the City, shall be associated with an active and open work order.


Invoices for hardware and software installed in City facilities and other work performed under this Contract shall be submitted, in writing to the City’s Project Manager.  Invoices shall include such information as prescribed in the Specifications or Statement of Work, and is necessary for the City to determine the exact nature of all expenditures and shall reference this Contract.  Additional payment terms or invoice instructions may be mutually agreed upon by the City and the Vendor. 


Payment does not constitute whole or partial acceptance; City acceptance of the System shall only occur by formal written notice to that effect.

Overpayments to Vendor

   The City may credit erroneous payments or overpayments against amounts invoiced by Vendor.  If the City does not take such credits, Vendor shall promptly, but in all cases within 30 days, refund to the City the full amount of any erroneous payment or overpayment upon Notice of an erroneous payment or overpayment to which Vendor is not entitled.  


Credits

  Any credits due the City under this Contract may be applied against Vendor’s invoices with appropriate information attached, upon giving of Notice required herein, if any, by the City to Vendor.

Increases Vendor shall not increase the Maximum Amount due from the City under this Contract for all Goods, Services and Deliverables, Purchase Prices, or other Charges during the Initial Term of this Contract except as otherwise specifically described in this Contract.  Vendor may increase its Hosted Service Charges at the end of the Initial Term for each Renewal Term, upon 90 days prior Notice to the City.  Such Charges shall be increased no more than 2 % per Renewal Term.  If the Charges are increased, then, notwithstanding anything to the contrary contained herein, the City may upon 30 days prior Notice to Contractor, terminate this Contract in accordance with Section 39, Termination.


8.1. Advance Payment Prohibited


The City does not accept requests for early payment, down payment or partial payment, unless the Bid or Proposal Submittal specifically allows such pre-payment proposals or alternates within the bid process.  Maintenance subscriptions may be paid up to one year in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.

8.2. Travel and Other Direct Charges

If the specifications and scope of work for this purchase have specifically identified travel and/or other direct costs that the City intends to reimburse, then the following requirements shall apply.  All such expenses must be pre-approved in writing by the Project Manager. If the specifications and scope of work do not clearly identify such costs for compensation, than no compensation will be given.


· City will reimburse the Contractor at actual cost for expenditures that are pre-approved by the City in writing and are necessary and directly applicable to the work required by this Contract provided that similar direct project costs related to the contracts of other clients are consistently accounted for in a like manner.  Such direct project costs may not be charged as part of overhead expenses or include a markup.  Other direct charges may include, but are not limited to the following types of items: travel, printing, cell phone, supplies, materials, computer charges, and fees of subconsultants or subcontractors.


· The billing for third party direct expenses specifically identifiable with this project shall be an itemized listing of the charges supported by copies of the original bills, invoices, expense accounts, subconsultant/subcontractor paid invoices, and other supporting documents used by the Contractor to generate invoice(s) to the City.  The original supporting documents shall be available to the City for inspection upon request.  All charges must be necessary for the services provided under this Contract.


· The City will reimburse the actual cost for travel expenses incurred as evidenced by copies of receipts (excluding meals) supporting such travel expenses, and in accordance with the City of Seattle Travel Policy, details of which can be provided upon request.  


· Airfare: Airfare will be reimbursed at the actual cost of the airline ticket.  The City will reimburse for Economy or Coach class fare only.  Receipts detailing each airfare are required. Unusual itineraries or multi-leg trips shall be prorated to the business requirements of this contact at the sole discretion of the City.

· Meals:  Meals will be reimbursed at the Federal Per Diem daily meal rate (excluding the “Incidental” portion of the published CONUS Federal M&I Rate) for the city in which the work is performed (the current Federal Per Diem daily meal rate used by the City for reimbursement will be provided upon request).  Receipts are not required as documentation.  The invoice shall state “the meals are being billed at the Federal Per Diem daily meal rate”, and shall detail how many of each meal is being billed (e.g. the number of breakfasts, lunches, and dinners).  The City will not reimburse for alcohol at any time.


· Lodging:  Lodging will be reimbursed at actual cost incurred up to a maximum of the published Runzheimer Cost Index for the city in which the work is performed (the current maximum allowed reimbursement amount can be provided upon request).  Receipts detailing each day / night lodging are required. The City will not reimburse for ancillary expenses charged to the room (e.g. movies, laundry, mini bar, refreshment center, fitness center, sundry items, etc.)

· Vehicle Mileage:  Vehicle mileage will be reimbursed at the Federal Internal Revenue Service Standard Business Mileage Rate in affect at the time the mileage expense is incurred (the current 2014 rate is 56.0 cents per mile = $.56).  Documentation of mileage incurred is required.  Please note: payment for mileage incurred for long distances traveled shall not be more than an equivalent trip round-trip airfare on a commercial airline for a coach or economy class ticket.
   

· Rental Car: Rental car expenses will be reimbursed at the actual cost of the rental.  Rental car receipts are required for all rental car expenses.  The City will reimburse for a standard car of a mid-size class or less.  The City will not reimburse for ancillary expenses charged to the car rental (e.g. GPS unit).

· Miscellaneous Travel (e.g. parking, rental car gas, taxi, shuttle, toll fees, ferry fees, etc.):  Miscellaneous travel expenses will be reimbursed at the actual cost incurred.  Receipts are required for each expense of $10.00 or more.


· Miscellaneous other business expenses (e.g. printing, photo development, binding): Other miscellaneous business expenses will be reimbursed at the actual cost incurred and may not include a mark up.  Receipts are required for all miscellaneous expenses that are billed.



Subcontractor: Subcontractor expenses will be reimbursed at the actual cost incurred and may not include a markup.  Copies of all subcontractor invoices that are rebilled to the City are required.


8.3. Disputed Work

Notwithstanding all above, if the City believes in good faith that some portion of Work has not been completed satisfactorily, the City may require Vendor to correct such work prior to The City payment.  In such event, the City will provide to Vendor an explanation of the concern and the remedy that the City expects.  The City may withhold from any payment that is otherwise due, an amount that the City in good faith finds to be under dispute, or if the Vendor does not provide a sufficient remedy, The City may retain the amount equal to the cost to The City for otherwise correcting or remedying the work not properly completed.


9. Taxes, Fees and Licenses


a. Taxes:  Where required by state statute, ordinance or regulation, Vendor shall pay for and maintain in current status all taxes that are necessary for contract performance.  Unless otherwise indicated, The City agrees to pay State of Washington sales or use taxes on all applicable consumer services and materials purchased.  No charge by the Vendor shall be made for federal excise taxes and The City agrees to furnish Vendor with an exemption certificate where appropriate.  


b. Fees and Licenses:  Vendor shall pay for and maintain in a current status, any license fees, assessments, permit charges, etc., which are necessary for contract performance.  It is the Vendor’s sole responsibility to monitor and determine any changes or the enactment of any subsequent requirements for said fees, assessments, or charges and to immediately comply with said changes during the entire term of this Contract. Vendor must pay all custom duties, brokerage or import fees where applicable as part of the contract price.  Vendor shall take all necessary actions to ensure that materials or equipment purchased are expedited through customs.  


c. Vendor is to calculate and enter the appropriate Washington State and local sales tax on the invoice.  Tax is to be computed on new items after deduction of any trade-in, in accordance with WAC 458-20-247. 


10. License for Use 


As part of the price of the System, the Vendor hereby grants to the City, and the City accepts from the Vendor, for so long as the City continues to use the System, a non-exclusive, fully paid, royalty free, perpetual license to unlimited use of the Software and related documentation for use on the System acquired by the City under this Contract.


11. Software Upgrades and Enhancements and Optional Modules

Vendor shall:


a. Supply at no additional cost updated versions of the Software to operate on upgraded versions of operating systems, upgraded versions of firmware, or upgraded versions of hardware;


b. Supply at no additional cost updated versions of the Software that encompass improvements, extensions, maintenance updates, error corrections, or other changes that are logical improvements or extensions of the original Software supplied to City; and

c. Supply at no additional cost interface modules that are developed by Vendor for interfacing the Software to other Software products.

d. Supply additional optional modules that may be compatible with the system software per attached list.

12. Warranties 

11.1 Warranty of the System

Commencing on the date that the City issues its Final Acceptance Certificate, and extending for a period of one (1) year, Vendor warrants that the Software furnished hereunder shall be free from programming errors and that the Software and hardware shall be free from defects in workmanship and materials and shall operate in conformity with the performance capabilities, Statement of Work, functions and other descriptions and standards applicable thereto and as set forth in this Contract including but not limited to the City’s Request for Proposals; that the services shall be performed in a timely and professional manner by qualified professional personnel; and that the services, Software and Hardware shall conform to the standards generally observed in the industry for similar services, Software and hardware. If Vendor is not the original Software or hardware manufacturer, Vendor shall obtain in writing the manufacturer’s consent to pass through all Software and hardware warranties for the City’s benefit.  During this warranty period, Vendor shall replace or repair any defect appearing in the Software or hardware, or deficiency in service provided at no additional cost to the City.


11.2 Warranty Against Planned Obsolescence 


The Vendor warrants that the products proposed to and acquired by the City under this Contract are new and of current manufacture, and that it has no current plans for announcing a replacement line that would be marketed by Vendor as a replacement for any of the products provided to the City under this Contract and would result in reduced support for the product line within which the System furnished to the City is contained.  The Vendor further warrants that, in the event that a major change in hardware, software, or operating system occurs that radically alters the design architecture of the System and makes the current design architecture obsolete within three (3) years after full execution of this Contract, and if the City continues its annual maintenance Contract with the Vendor, the Vendor shall provide the City with a replacement hardware, software, or operating system(s) that continues the full functionality of the systems, at no extra cost to the City.  


11.3 No Surreptitious Code Warranty


The Vendor warrants to the City that no copy of the licensed Software provided to the City contains or will contain any Self-help Code or any Unauthorized Code as defined below. This warranty is referred to in this Contract as the “No Surreptitious Code Warranty.”  


As used in this Contract, “Self-help Code” means any back door, time bomb, drop dead device, or other Software routine designed to disable a computer program automatically with the passage of time or under the positive control of a person other than the licensee of the Software.  The term “Self-help Code” does not include Software routines in a computer program, if any, designed to permit an owner of the computer program (or other person acting by authority of the owner) to obtain access to a licensee’s computer system(s) (e.g. remote access via modem) for purposes of maintenance or technical support.


As used in this Contract, “Unauthorized Code” means any “virus,” “Trojan horse,” “worm” or other Software routines or Equipment components designed to permit unauthorized access to disable, erase, or otherwise harm Software, Equipment, or data or to perform any other actions.  The term Unauthorized Code does not include Self-help Code.


The Vendor shall defend City against any claim, and indemnify the City against any loss or expense arising out of any breach of the No Surreptitious Code Warranty.


11.4 Title Warranty and Warranty against Infringement 


The Vendor warrants and represents that the hardware and Software provided under this Contract is the sole and exclusive property of the Vendor or that the Vendor is authorized to provide full use of the hardware and Software to the City as provided herein. The Vendor warrants that it has full power and authority to grant the rights granted by this Contract to the City without the consent of any other person or entity.  


In the event of any claim by a third party against the City for software used in the United States asserting a patent, copyright, trade secret, or proprietary right violation involving the System acquired by the City hereunder or any portion thereof, Vendor shall defend, at its expense, and shall indemnify the City against any loss, cost, expense, or liability arising out of such claim, whether or not such claim is successful; provided, however, that Vendor is notified by the City in writing within a reasonable time after the City first receives written notice of any such claim, action, or allegation of infringement. In the event a final injunction or order is obtained against the City’s full use of either the System or any portion thereof as a result of any such claim, suit or proceeding, and if no further appeal of such ruling is practicable, Vendor shall, as mutually agreed upon and at Vendor’s expense:


a. procure for the City the right to continue full use of the System; or


b. replace  or modify the same so that it becomes non‑infringing (which modification or replacement shall not affect the obligation to ensure the System conforms with applicable Statement of Work); or


c. if the product was purchased and the actions described in item (1) or (2) of Section 11.4, are not practicable, re-purchase the product from the City at a price mutually agreed upon, which shall relate to the value and utility of the product to the City; or


d. if  the System was leased, licensed, purchased or rented, and the actions described in item (1), (2), or (3) of Section 11.4, are not practicable, remove such System from the City’s site(s) and pay the City promptly after notification for all direct and consequential damages suffered by the City as a result of the loss of the infringing product and any other continued utility of which to the City is adversely affected by the removal of the infringing product, and hold the City harmless from any further liability therefore under any applicable Order, Settlement, or other Contract. 

In no event shall the City be liable to Vendor for any lease, rental, or maintenance payments after the date, if any, that the City is no longer legally permitted to use the System because of such actual or claimed infringement. In the event removal or replacement of the System is required pursuant to this paragraph, Vendor shall use reasonable care in the removal or modification thereof and shall, at its own expense, restore the City’s premises as nearly to their condition immediately prior to the installation of the System as is reasonably possible.


No settlement that prevents the City from continuing to use the Software, other products or Software documentation as provided in this Contract shall be made without the City’s prior written consent.  In all events, the City shall have the right to participate at its own expense in the defense of any such suit or proceeding through counsel of its own choosing.


The indemnification obligation set forth in this section shall survive the expiration or earlier termination of this Contract.


11.5 No Liens


The Vendor warrants that the Software and Equipment is the sole and exclusive property of the Vendor and that the Vendor is authorized to provide full use of the Software to the City as provided herein and that such Software is not subject to any lien, claim or encumbrance inconsistent with any of the City’s rights under this Contract and that the City is entitled to and shall be able to enjoy quiet possession and use of the Software and Equipment without interruption by Vendor or any other person making a claim under or through the Vendor or by right of paramount title.


11.6 Maintenance Services Warranty


The Vendor warrants that, in performing the services under the Maintenance Agreement appended as Appendix [       ], a future Appendix.  The Vendor shall strictly comply with the descriptions and representations as to the services, including performance capabilities, accuracy, completeness, characteristics, Statement of Work, configurations, standards, function and requirements, which appear in this Contract and in the Vendor’s response to the City’s Request for Proposal. Its products shall be uniform in appearance and clean and presentable in accordance with generally applicable standards in the industry. Errors or omissions committed by the Vendor in the course of providing Services shall be remedied by the Vendor at its own expense.


11.7 Equipment Warranty

The Vendor warrants and represents that the Equipment provided to meet the requirements of the Statement of Work shall be free from all defects, shall be in good operating order, and shall operate in conformity with the descriptions and standards as set forth in the Vendor’s Proposal and the City’s RFP for a period of one (1) year from and after the Acceptance Date.  During the warranty period, Vendor shall promptly, without additional charge, repair or replace the equipment or any part thereof that fails to function according the Vendor’s Statement of Work or the Statement of Work of the manufacturer thereof.


11.8 Merchantability and Fitness Warranty


Vendor represents and warrants that the Software, other products and Software Documentation will be merchantable and will be fit for the particular purposes established in the City’s RFP and the Vendor’s response to the City’s RFP.


11.9 Warrant of Compliance with Applicable Law


The Vendor warrants that the System, and the manufacture and production thereof, are in compliance with any and all applicable laws, rules, and regulations.


11.10  Date Warranty



The Vendor warrants that all Software provided under this contract:  (a) does not have a life expectancy limited by date or time format; (b) will correctly record, store, process, present calendar dates; (c) will lose no functionality, data integrity, or performance with respect to any date; and (d) will be interoperable with other software used by City that may deliver date records from the Software, or interact with date records of the Software (“Date Warrant”).  In the event a Date Warranty problem is reported to Vendor by City and remains unresolved after three calendar days, at City’s discretion, the Vendor shall send, at Vendor’s sole expense, at least one qualified and knowledgeable representative to City’s premises.  This representative will continue to address and work to remedy the failure, malfunction, defect, or nonconformity on City’s premises.  This Date Warranty shall last perpetually.  In the event of a breach of any of these representations and warranties, Vendor shall indemnify and hold harmless the City from and against any and all harm, injury, damages, costs, and expenses incurred by Purchaser arising our of said Breach.


11.11  Physical Media Warranty


Vendor warrants to City that each licensed copy of Software provided by Vendor is and will be free from physical defects in the media that tangibly embodies the copy (the “Physical Media Warranty.”).  The Physical Media Warranty does not apply to defects discovered more than thirty (30) calendar day after the date of Acceptance of the Software copy by the City.  Vendor shall replace, at Vendor’s expense, including shipping and handling costs, any Software copy provided by Vendor that does not comply with this Warranty.



11.12  Survival of Warranties and Representations


The representations and warranties of the Vendor made pursuant to this Contract shall survive the delivery of the System, the payment of the purchase price, and the expiration or earlier termination of this Contract.

13. Reauthorization Code Required


If a reauthorization code must be keyed in by Vendor for any Software supplied under this Contract to remain functional upon movement to another computer system, Vendor shall provide the reauthorization code to City within one (1) Business Day after receipt of Purchaser’s notice of its machine upgrade or movement.


OR


If a reauthorization code must be keyed in by Vendor for Software supplied under this Contract to remain functional upon movement to another computer system, Vendor shall provide the reauthorization code to City:  (a) in connection with a machine upgrade or other movement for which City pays Vendor a machine upgrade fee as set forth in pricing agreement, immediately upon receipt of such fee; or (b) if City need not pay a fee or other charge in connection with the machine upgrade or other movement, within one (1) Business Day after receipt of City’s notice of its machine upgrade or movement.


OR (if City is acquiring a site license, unlimited CPU license, or other similar license, use the following:


Vendor’s Software shall not require a reauthorization code in order for the Software supplied through this Contract to remain functional upon City’s movement of the Software to another computer system.

14. Title to Equipment


Upon successful completion of Acceptance Testing and receipt of City’s letter of Acceptance (or upon delivery, if there is no Acceptance Testing), Vendor shall convey to City good title to the Equipment free and clear of all liens, pledges, mortgages, encumbrances, or other security interests.


Transfer of title to the Equipment shall include an irrevocable, fully paid-up, perpetual license to use the internal code (embedded software) in the Equipment.   If City subsequently transfers title to the Equipment to another entity, City shall have the right to transfer the license to use the internal code with the transfer of Equipment title.  A subsequent transfer of this software license shall be at no additional cost or charge to either City or City’s transfer.


15. Ownership of Deliverables 


Except for the licensed System Software and its related documentation, all data and work products produced under this Contract shall be considered work made for hire under the U.S. Copyright Act, 17 U.S.C. 101 et seq, and shall be owned by the City.  


16. Risk of Loss, Freight, Overages or Underages


Regardless of FOB point, Vendor agrees to bear all risks of loss, injury, or destruction of goods and materials ordered herein which occur prior to delivery and acceptance.  Such loss, injury, or destruction shall not release Vendor from any obligations under.  Prices include freight prepaid and allowed.  Vendor assumes the risk of every increase, and receives the benefit of every decrease, in delivery rates and charges.  Shipments shall match the Work Order; any unauthorized advance or excess shipment is returnable at Vendor’s expense.

17. Protection of Persons and Property


19.1. Person

The Vendor and the City shall each take reasonable precautions for the safety of employees of the other, and shall each comply with all applicable provisions of federal, state, and local laws, codes and regulations to prevent or avoid any accident or injury to a person on, about or adjacent to any premises where work under this Contract is being performed.


19.2. Property


The Vendor shall take reasonable steps to protect the City’s property from injury or loss arising in connection with the Vendor’s performance or failure of performance under this Contract.


19.3. No Smoking

The Vendor shall not allow any employee of the Vendor or any sub or agent thereof to smoke inside any City facility.


20. Contract Notices, Deliverable Materials and Invoices Delivery

Official Contract notices shall be delivered to the following addresses (or such other address (es) as either party may designate in writing):


 
If delivered by the U.S. Postal Service, it must be addressed to:
 

Buyer: Presley Palmer, CPPB
 

City of Seattle Purchasing and Contracting Services 


PO Box 94687


Seattle, WA  98124-4687


If delivered by any other company, it must be addressed to:
 

Buyer: Presley Palmer, CPPB
 

City of Seattle Purchasing and Contracting Services 





Seattle Municipal Tower




700 5th Ave., #4112


Seattle, WA  98104-5042


Phone: 206-233-7158

Fax: 206-233-5155

E-Mail: Presley.Palmer@Seattle.gov 

Project work, invoices and communications shall be delivered to the City Project Manager: 




City of Seattle





Attention: Susan Lewis




700 Fifth Avenue, Suite 3200


P.O. Box 34023


Seattle, WA  98124-4023

21 Representations 


Vendor represents and warrants that it has the requisite training, skill and experience necessary to provide Work and is appropriately accredited and licensed by all applicable agencies and governmental entities.


22 Inspection


Work shall be subject, at all times, to inspection by and with approval of the City, but the making (or failure or delay in making) such inspection or approval shall not relieve Vendor of responsibility for performance of the Work in accordance with this Contract, notwithstanding the City’s knowledge of defective or noncomplying performance, its substantiality or the ease of its discovery.  Vendor shall provide sufficient, safe, and proper facilities and equipment for such inspection and free access to such facilities.


23 Affirmative Efforts for Utilization of Women and Minority Subcontracting, Non-Discrimination 


· Employment Actions:  Contractor shall not discriminate against any employee or applicant for employment because of race, religion, creed, age, color, sex, marital status, sexual orientation, gender identity, political ideology, ancestry, national origin, or the presence of any sensory, mental or physical handicap, unless based upon a bona fide occupational qualification.  Contractor shall take affirmative action to ensure that applicants are employed, and that employees are treated during employment, without regard to their creed, religion, race, age, color, sex, national origin, marital status, political ideology, ancestry, sexual orientation, gender identity, or the presence of any sensory, mental or physical handicap.  Such action shall include, but not be limited to employment, upgrading, promotion, demotion, or transfer; recruitment or recruitment advertising, layoff or termination, rates of pay, or other forms of compensation and selection for training.  


· In accordance with Seattle Municipal Code Chapter 20.42, Contractor shall actively solicit the employment and subcontracting of women and minority group members when there are commercially useful purposes for fulfilling the scope of work.  


· If a WMBE Inclusion Plan is requested by and submitted to the City, the WMBE Inclusion Plan is material to the contract.  The requirements and conditions stated in the WMBE Inclusion 

Plan shall be enforced as a contract requirement. 


· If upon investigation, the Director of Purchasing and Contracting Services finds probable cause to believe that the Contractor has failed to comply with the requirements of this Section, the Contractor shall be notified in writing.  The Director of Finance and Administrative Services shall give Contractor an opportunity to be heard with ten calendar days’ notice.  If, after the Contractor’s opportunity to be heard, the Director of Finance and Administrative Services still finds probable cause, s/he may suspend the Contract and/or withhold any funds due or to become due to the Contractor, pending compliance by the Contractor with the requirements of this Section.


· Any violation of the mandatory requirements of this Section, or a violation of Seattle Municipal Code Chapter 14.04 (Fair Employment Practices), Chapter 14.10 (Fair Contracting Practices), Chapter 20.45 (City Contracts – Non-Discrimination in Benefits), or other local, state, or federal non-discrimination laws, shall be a material of contract for which the Contractor may be subject to damages and sanctions provided for by the Vendor Contract and by applicable law.   In the event the Contractor is in violation of this Section shall be subject to debarment from City contracting activities in accordance with Seattle Municipal Code Section 20.70 (Debarment).


24. Assignment and Subcontracting

· Assignment:  Vendor shall not assign any of its obligations under this Contract without Seattle’s written consent, which may be granted or withheld in Seattle’s sole discretion.

· Subcontracting
Vendor shall not subcontract any of its obligations under this Contract without Seattle’s written consent, which may be granted or withheld in Seattle’s sole discretion. Vendor shall ensure that all subcontractors comply with the obligations, requirements and terms and conditions of the subcontract, except for Equal Benefit provisions.  Seattle’s consent to subcontract shall not release the Vendor from liability under this Contract, or from any obligation to be performed under this Contract, whether occurring before or after such consent to subcontract.

25. Key Persons and Subcontractors  

Contractor shall not transfer, reassign or replace any individual or subcontractor that is determined to be essential or that has been agreed upon in the Contractor’s Subcontracting (Inclusion) Plan, without express written consent of Seattle.  If during the term of this Contract, any such individual leaves the Contractor’s employment or any named subcontract is terminated for any reason, Contractor shall notify Seattle and seek approval for reassignment or replacement with an alternative individual or subcontractor. Upon Seattle’s request, the Contractor shall present to Seattle, one or more subcontractors or individual(s) with greater or equal qualifications as a replacement.  Continued achievement of the Subcontracting (Inclusion) Plan that was incorporated into this Contract by reference, if any, and the associated subcontract awards, aspirational goals and efforts, will be one of the considerations in approval of such changes. Seattle’s approval or disapproval shall not be construed to release the Contractor from its obligations under this Contract.  


26. Equal Benefits

a. Compliance with SMC Ch. 20.45: The Vendor shall comply with the requirements of SMC Ch. 20.45 and Equal Benefits Program Rules implementing such requirements, under which the Vendor is obligated to provide the same or equivalent benefits (“equal benefits”) to its employees with domestic partners as the Vendor provides to its employees with spouses.  At The City’s request, the Vendor shall provide complete information and verification of the Vendor’s compliance with SMC Ch. 20.45.   Failure to cooperate with such a request shall constitute a material breach of this Contract.  (For further information about SMC Ch. 20.45 and the Equal Benefits Program Rules review information at http://www.seattle.gov/city-purchasing-and-contracting/social-equity/equal-benefits

b. )

c. Remedies for Violations of SMC Ch. 20.45:  Any violation of this Section shall be a material breach of Contract for which the City may:


· Require the Vendor to pay actual damages for each day that the Vendor is in violation of SMC Ch. 20.45 during the term of the Contract; or


· Terminate the Contract; or 


· Disqualify the Vendor from bidding on or being awarded a City contract for a period of up to five (5) years; or


· Impose such other remedies as specifically provided for in SMC Ch. 20.45 and the Equal Benefits Program Rules promulgated thereunder.


27. General Legal Requirements

a. General Requirement:  Vendor, at no expense to The City, shall comply with all applicable laws of the United States and the State of Washington; the Charter and ordinances of The City; and rules, regulations, orders, and directives of their administrative agencies and the officers thereof.  Without limiting the generality of this paragraph, the Vendor shall specifically comply with the following requirements of this section.


b. Licenses and Similar Authorizations:  Vendor, at no expense to The City, shall secure and maintain in full force and effect during the term of this Contract all required licenses, permits, and similar legal authorizations, and comply with all requirements thereof.


c. Performance Standard.   All duties by Vendor or designees shall be performed in a manner consistent with accepted practices for other similar Work. 


28. Indemnification

To the extent permitted by law, the Vendor shall protect, defend, indemnify and hold the City harmless from and against all claims, demands, damages, costs, actions and causes of actions, liabilities, fines, penalties,  judgments, expenses and attorney fees, resulting from the injury or death of any person or the damage to or destruction of property, or the infringement of any patent, copyright, trademark or trade secret, arising out of the work performed or goods provided under this Contract, or any other acts or omissions by the Vendor, or the Vendor’s violation of any law, ordinance or regulation, contract provision or term, or condition of regulatory authorization or permit, except for damages resulting from the sole negligence of the City.  As to the City of Seattle, the Vendor waives any immunity it may have under RCW Title 51 or any other Worker’s Compensation statute.  The parties acknowledge that this waiver has been negotiated by them, and that the contract price reflects this negotiation.  Vendor’s obligation to defend, indemnify, and save City harmless shall not be eliminated or reduced by any alleged concurrent City negligence.


29. Insurance

Except as specified otherwise, Vendor shall obtain at time of award and maintain in force, minimum coverages and limits of liability of insurance specified below.  If the Vendor fails to obtain or maintain these coverages, the City may withdraw its intent to award.  All costs are borne by the Vendor.

1.
MINIMUM COVERAGES AND LIMITS OF LIABILITY. Vendor shall at all times during the term of this Agreement maintain continuously, at its own expense, minimum insurance coverages and limits of liability as specified below:


A.
Commercial General Liability (CGL) insurance, including:





- Premises/Operations






- Products/Completed Operations





- Personal/Advertising Injury





- Contractual 




- Independent Contractors 


- Stop Gap/Employers Liability


with minimum limits of liability of $1,000,000 each occurrence combined single limit bodily injury and property damage (“CSL”), except:





$1,000,000    Personal/Advertising Injury





$1,000,000    each accident/disease/employee Stop Gap/Employer’s Liability


B.
Automobile Liability insurance, including coverage for owned, non-owned, leased or hired vehicles with a minimum limit of liability of $1,000,000 CSL.


C.
Worker’s Compensation for industrial injury to Vendor’s employees in accordance with the provisions of Title 51 of the Revised Code of Washington. 


2.       CITY AS ADDITIONAL INSURED.  The City of Seattle shall be included as an additional insured under CGL and Automobile Liability insurance for primary and non-contributory limits of liability.

3.      LIMITS OF INSURANCE COVERAGE.  The limits of insurance coverage specified herein in subparagraph 29.1 are minimum limits of insurance coverage only and shall not be deemed to limit the liability of Vendor’s insurer except as respects the stated limit of liability of each policy.  Where required to be an additional insured, the City of Seattle shall be so for the full limits of insurance coverage required by Vendor, whether such limits are primary, excess, contingent or otherwise. Any limitations of insurance liability shall have no effect on Vendor’s obligation to indemnify the City. 

4.
MINIMUM SECURITY REQUIREMENT.  All insurers must be rated A- VII or higher in the current A.M. Best's Key Rating Guide and licensed to do business in the State of Washington unless coverage is issued as surplus lines by a Washington Surplus lines broker.


5.
SELF-INSURANCE.  Any self-insured retention not fronted by an insurer must be disclosed.  Any defense costs or claim payments falling within a self-insured retention shall be the responsibility of Vendor.


6.
EVIDENCE OF COVERAGE. Prior to performance of any scope of work under paragraph 5., Vendor shall provide certification of insurance acceptable to the City evidencing the minimum coverages and limits of liability and other requirements specified herein.  Such certification must include a copy of the policy provision documenting that the City of Seattle is an additional insured for commercial general liability insurance on a primary and non-contributory basis.  Certification should be issued to The City of Seattle, Risk Management Division, Seattle, WA and shall be delivered in electronic form either as an email attachment to riskmanagement@seattle.gov or faxed to (206) 470-1270.


30. Review of Vendor Records

Vendor and its Subcontractors shall maintain books, records, documents and other evidence relating to this Contract, including but not limited to protection and use of City’s Confidential Information, and accounting procedures and practices which sufficiently and properly reflect all direct and indirect costs of any nature invoiced in the performance of this Contract.  Vendor shall retain all such records for six (6) years after the expiration or termination of this Contract.  Records involving matters in litigation related to this Contract shall be kept for six (6) years from the date the litigation is settled or complete.

All such records shall be subject at reasonable times and upon prior notice to examination, inspection, copying or audit by personnel so authorized by the City’s Contract Administration and/or the Office of the Auditor and federal officials so authorized by law, rule, regulation or contract, when applicable, at no additional cost to the City.  During this Contract’s term, Vendor shall provide access to these items at a mutually agreeable time and place.  Vendor shall be responsible for any audit exceptions or disallowed costs incurred by Vendor or any of its Subcontractors. Vendor shall incorporate in its subcontracts this section’s records retention and review requirements.


It is agreed that books, records, documents and other evidence of accounting procedures and practices related to Vendor’s cost structure, including overhead, general and administrative expenses, and profit factors shall be excluded from City’s review unless the cost or any material issue under this Contract is calculated or derived from these factors.


31.  Independent Contractor 

The relationship of Vendor to The City by reason of this Contract shall be that of an independent Vendor.  This Contract does not authorize Vendor to act as the agent or legal representative of the City for any purpose whatsoever.  Vendor is not granted any express or implied right or authority to assume or create any obligation or responsibility on behalf of or in the name of The City or to bind The City in any manner or thing whatsoever.


It is the intention and understanding of the Parties that Vendor shall be an independent Vendor and that the City shall be neither liable for nor obligated to pay sick leave, vacation pay or any other benefit of employment, nor to pay any social security or other tax that may arise as an incident of employment.  The Vendor shall pay all income and other taxes as due.  Industrial or other insurance that is purchased for the benefit of the Vendor shall not be deemed to convert this Contract to any employment contract.  It is recognized that Vendor may or will be performing professional Work during the term for other parties and that The City is not the exclusive user of the Work that Vendor will provide.


32. No Conflict of Interest.

Contractor confirms that Contractor does not have a business interest or a close family relationship with any City officer or employee who was, is, or will be involved in the Contractor selection, negotiation, drafting, signing, administration, or evaluating the Contractor's performance.  


33. No Gifts or Gratuities.

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


34. Current and Former City Employees, Officers, and Volunteers.


Throughout the term of the contract, Contractor shall provide written notice to City Purchasing and the City Project Manager of any current or former City employees, officials or volunteers, that are working or assisting on solicitation of City business or on completion of the awarded contract.  The Vendor must be aware of the City Ethics Code, Seattle Municipal Code 4.16 and advise Contractor workers as applicable.


35. Contract Workers with 1,000 Hours


Throughout the term of the Contract, Contractor shall provide written notice to City Purchasing and the City Project Manager of any contract worker that shall perform more than 1,000 hours of contract work for the City within a rolling 12-month period.  Such hours include those that the contract worker performs for the Contract, and any other hours that the worker performs for the City under any other contract.  Such workers are subject to the requirements of the City Ethics Code, Seattle Municipal Code 4.16.  The Contractor shall advise their Contract workers as applicable.


36. Errors & Omissions:  Correction

Vendor shall be responsible for the professional quality, technical accuracy, and the coordination of all designs, drawings, Statement of Work, and other services furnished by or on the behalf of the Vendor under this Contract.  The Vendor, without additional compensation, shall correct or revise any errors or omissions in the designs, drawings, Statement of Work, and/or other Vendor services immediately upon notification by The City.  The obligation provided for in this section with respect to any acts or omissions during the term of this Contract shall survive any termination or expiration of this Contract and shall be in addition to all other obligations and liabilities of the Vendor.

37. Intellectual Property Rights 

Patent:  Vendor hereby assigns to The City all rights in any invention, improvement, or discovery, together with all related information, including but not limited to, designs, Statement of Work, data, patent rights and findings developed in connection with the performance of Contract or any subcontract hereunder.  Notwithstanding the above, the Vendor does not convey to The City, nor does The City obtain, any right to any document or material utilized by Vendor that was created or produced separate from this Contract or was preexisting material (not already owned by The City), provided that the Vendor has clearly identified in writing such material as preexisting prior to commencement of the Work.  To the extent that preexisting materials are incorporated into the Work, the Vendor grants The City an irrevocable, non-exclusive, fully-paid, royalty-free right and/or license to use, execute, reproduce, display, and transfer the preexisting material, but only as an inseparable part of the Work.


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


The City may make and retain copies of such documents for its information and reference in connection with their use on the project.  The Vendor does not represent or warrant that such documents are suitable for reuse by The City, or others, on extensions of the project, or on any other project. Vendor represents and warrants that it has all necessary legal authority to make the assignments and grant the licenses required by this Section.

38. Confidentiality 


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 bid or proposal submittals, agreement documents, contract work product, or other bid material.  Some records or portions of records are legally exempt from disclosure and can be redacted or withheld. The Public Records Act (RCW 42.56 and RCW 19.10)8 describes those exemptions.  Contractor must familiarize itself with the Washington State Public Records Act (PRA) and the City of Seattle’s process for managing records.


The City will try to redact anything that seems obvious in the City opinion for redaction.   For example, the City will black out (redact) Social Security Numbers, federal tax identifiers, and financial account numbers before records are made viewable by the public.  However, this does not replace Contractor’s obligations to identify any materials Contractor wishes to have redacted or protected, and that Contractor believes are so under the Public Records Act (PRA).


Protecting your Materials from Disclosure (Protected, Confidential, or Proprietary) 

Contractor must determine and declare any materials you want exempted (redacted), and that Contractor also believes are eligible for redaction.  This includes but is not limited to Contractor’s bid submissions, contract materials and work products   

Proposal Submittals:  Asserted exemptions for Proposal Submittals shall be those exemptions that, Vendor identified on the City Non-Disclosure Request included in the City of Seattle Vendor Questionnaire for Request for Proposal_______. If the Vendor did not submit a request within the Vendor Questionnaire, the Vendor is deemed to have authorized releasing any and all information submitted to the City. 


Contract Work Products

If Vendor wishes to assert exemptions for its contract work products Vendor must notify the City Project Manager at the time such records are generated.


Please note the City cannot accept a generic marking of materials, such as marking everything 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 exempt an entire page unless each sentence is entitled to exemption; instead, identify paragraphs or sentences that meet the RCW exemption criteria you are relying upon.  


City’s Response to a Public Records Act Requests


The City will prepare two versions of your materials:


Full Redaction: A public copy that redacts (blacks out) both the exemptions (such as social security numbers) identified by the City and also materials or text you identified as exempt. The fully redacted version is made public upon contract execution and will be supplied with no notification to you.


Limited Redaction:  A copy that redacts (blacks out) only the exemptions (such as social security numbers) identified by the City.  This does not redact (black out) exemptions identified by Vendor. The Limited Redaction will be released only after Vendor is provided “third party notice” that allows Vendor the legal right under RCW 42.56.540 to bring a legal action to enjoin the release of any records you believe are not subject to disclosure.


If any requestor seeks the Limited Redacted or original versions, the City will provide Vendor “third party notice”, giving ten business days to obtain a temporary restraining order while Vendor pursues a court injunction.  A judge will determine the status of your exemptions and the Public Records Act. 


If the Vendor does not obtain and serve an injunction upon the City within 10 business days of the date of the City’s notification of the request, the Vendor is deemed to have authorized releasing the record.


Notwithstanding the above, the Vendor must not take any action that would affect (a) the City’s ability to use goods and services provided under this Agreement or (b) the Vendor’s obligations under this Agreement.


The Vendor will fully cooperate with the City in identifying and assembling records in case of any public disclosure request.

39. Publicity


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


41. Background Checks and Immigrant Status


The City has strict policies regarding the use of Background checks, criminal checks and immigrant status for contract workers.  The policies are incorporated into the contract and available for viewing on-line at http://www.seattle.gov/business/WithSeattle.htm

42. Dispute Resolution

The parties shall endeavor to resolve any dispute or misunderstanding that may arise under this Contract concerning Vendor’s performance, if mutually agreed to be appropriate, through negotiations between the Vendor’s Project Manager and the City’s Project Manager, or if mutually agreed, referred to the City’s named representative and the Vendor’s senior executive(s).  Either party may discontinue such discussions and may then pursue other means to resolve such disputes, or may by mutual agreement pursue other dispute alternatives such as alternate dispute resolution processes. Nothing in this dispute process shall in any way mitigate the rights, if any, of either party to terminate the contract for cause or convenience.

43. Termination

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


b. For City’s Convenience:  The City may terminate this Contract at any time, without cause and for any reason including the City’s convenience, upon written notice to the Vendor.  


c. Nonappropriation of Funds:  The City may terminate this Contract at any time without notice due to nonappropriation of funds, whether such funds are local, state or federal grants, and no such notice shall be required notwithstanding any notice requirements that may be agreed upon for other causes of termination.


d. Acts of Insolvency:  The City may terminate this Contract by written notice to Vendor if the Vendor becomes insolvent, makes a general assignment for the benefit of creditors, suffers or permits the appointment of a receiver for its business or assets, becomes subject to any proceeding under any bankruptcy or insolvency law whether domestic or foreign, or is wound up or liquidated, voluntarily or otherwise. 


e. Termination for Gratuities and/or Conflict of Interest:  The City may terminate this Contract by written notice to Vendor if The City finds that a conflict of interest exists in violation of the city Ethics Code, or that any gratuity in the form of entertainment, a gift, or otherwise, was offered to or given by the Vendor or any agent therefore to any City official, officer or employee.


f. Notice:  The City is not required to provide advance notice of termination.  Notwithstanding, the RFP Coordinator may issue a termination notice with an effective date later than the termination notice itself.  In such case, the Vendor shall continue to provide products and services as required by the RFP Coordinator until the effective date provided in the termination notice. 


g. Actions Upon Termination:  In the event of termination not the fault of the Vendor, the following shall apply:

1. Vendor shall be paid for all products and services that have been ordered and accepted prior to the effective termination date or ordered before the effective termination date and ultimately accepted by the RFP Coordinator, together with any reimbursable expenses then due.

2. For System development projects, Vendor shall be paid for progress performed that has been accepted by the City on or prior to the effective termination date, but in no event shall such compensation exceed the maximum compensation to be paid under the Contract.  

3. Vendor agrees that such payment shall fully and adequately compensate Vendor and all subs for all profits, costs, expenses, losses, liabilities, damages, taxes, and charges of any kind whatsoever (whether foreseen or unforeseen) attributable to the termination of this Contract. 

4. Upon termination for any reason, Vendor shall provide The City with the most current design documents, contract documents, writings and other product it has completed to the date of termination, along with copies of all project-related correspondence and similar items.  The City shall have the same rights to use these materials as if termination had not occurred. 

5. In the event this Contract expires or is terminated for any reason, the City shall retain its rights in all Products, services and system progress that is in transit or delivered prior to the effective termination date.

44. Force Majeure– Suspension and Termination


This section applies in the event that either party is unable to perform the obligations of this contract because of a Force Majeure event as defined herein, to the extent that the Contract obligations must be suspended in full.  A Force Majeure event is an event that prohibits performance and is beyond the control of the party.  Such events may include natural or man-made disasters, or an action or decree of a superior governmental body, which prevents performance.


Force Majeure under this Section shall only apply in the event that performance is rendered not possible by either party or its agents.  Should it be possible to provide partial performance that is acceptable to the City under Section #2 (Emergencies or Disasters), Section #2 below shall instead be in force.


Should either party suffer from a Force Majeure event and is unable to provide performance, such party shall give notice to the remaining party as soon as practical and shall do everything possible to resume performance. 


Upon receipt of such notice, the party shall be excused from such performance as is affected by the Force Majeure Event for the period of such Event.  If such Event affects the delivery date or warranty provisions of this Agreement, such date or warranty period shall automatically be extended for a period equal to the duration of such Event.


45. Major Emergencies or Disasters:   

The City may undergo an emergency or disaster that may require the Vendor to either increase or decrease quantities from normal deliveries, or that may disrupt the Vendor’s ability to provide normal performance.  Such events may include, but are not limited to, a storm, high wind, earthquake, flood, hazardous material release, transportation mishap, loss of any utility service, fire, terrorist activity or any combination of the above.  In such events, the following shall apply.


a. The City shall notify the Vendor that the City is experiencing an emergency or disaster, and will request emergency and priority services from the Vendor.


b. Upon such notice by the City, the Vendor shall provide to the City goods and/or services in the quantities and schedule specified by the City, following the conditions named in this Section.


c. The City of Seattle shall be the customer of first priority for the Vendor.  The Vendor shall provide its best and priority efforts to provide the requested goods and/or services to the City of The City in as complete and timely manner as possible.  Such efforts by the Vendor are not to be diminished as a result of Vendor providing service to other customers.  


d. If the Vendor is unable to respond in the time and/or quantities requested by the City, the Vendor shall make delivery as soon as practical.  The Vendor shall immediately assist the City to the extent reasonable, to gain access to such goods and/or services. This may include:


· Coordinating with other distributors or subsidiaries beyond those in the local region to fulfill order requests; 


· Offering the City substitutions provided the Vendor obtains prior approval from the City for such substitution.


e. The Vendor shall charge the City the price determined in this Contract for the goods and services provided, and if no price has been determined, it shall charge the City a price that is normally charged for such goods and/or services (such as listed prices for items in stock).  However, in the event that the City’s request results in the Vendor incurring unavoidable additional costs and causes the Vendor to increase prices in order to obtain a fair rate of return, the Vendor shall charge the City a price not to exceed the cost/profit formula found in this Contract. 


46. Debarment


In accordance with SMC Ch. 20.70, the Director of Finance and Administrative Services or designee may debar a Vendor from entering into a Contract with the City or from acting as a sub on any Contract with the City for up to five years after determining that any of the following reasons exist: 

a. Vendor has received overall performance evaluations of deficient, inadequate, or substandard performance on three or more City Contracts.


b. Vendor failed to comply with City ordinances or Contract terms, including but not limited to, ordinance or Contract terms relating to small business utilization, discrimination, prevailing wage requirements, equal benefits, or apprentice utilization.  


c. Vendor abandoned, surrendered, or failed to complete or to perform work on or in connection with a City Contract.  


d. Vendor failed to comply with Contract provisions, including but not limited to quality of workmanship, timeliness of performance, and safety standards. 


e. Vendor submitted false or intentionally misleading documents, reports, invoices, or other statements to the City in connection with a Contract. 


f. Vendor colluded with another Vendor to restrain competition. 


g. Vendor committed fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a Contract for the City or any other government entity.


h. Vendor failed to cooperate in a City debarment investigation. 


i. Vendor failed to comply with SMC 14.04, SMC Ch. 14.10, SMC Ch. 20.42, or SMC Ch. 20.45, or other local, State, or federal non-discrimination laws. 


The Director may issue an Order of Debarment following the procedures specified in SMC 20.70.050.   The rights and remedies of the City under these provisions are in addition to any other rights and remedies provided by law or under the Contract. 


47. Recycle Products Requirements


As required by Seattle Municipal Code 20.60, whenever practicable, Vendor shall use reusable products, recyclable products and recycled-content products including recycled content paper on all documents submitted to the City.  


Vendors are to duplex all materials that are prepared for the City under this Contract, whether such materials are printed or copied, except when impracticable to do so due to the nature of the product being produced.  Vendors are to use 100% post consumer recycled content, chlorine-free paper in such products that are produced for the City, whenever practicable, and to use other paper-saving and recycling measures in business they conduct with and for the City.  This directive is executed under the Mayor's Executive Order, issued February 13, 2005.

48. Section Headings, Incorporated Documents and Order of Precedence


· The headings used herein are inserted for convenience only and do not define or limit the contents.

· No verbal agreement or conversation between any officer, agent, associate or employee of The City and any officer, agency, employee or associate of the Vendor prior to the execution of this Contract shall affect or modify any of the terms or obligations contained in this Contract.


· The following documents are incorporated.  Where there is conflict or gap between or among these documents, the controlling document will be resolved in the following order of precedence (first listed being the precedent):

a. Applicable federal, state and local  statutes, laws and regulations;


b. This Contract

c. All Attachments to this Contract, including Pricing, Management, and Technical Specification Agreements

d. Licensing and Maintenance Agreements


e. RFP issued by the City


f. Vendor Proposal Response


g. City Purchase Order documents issued, if any; and


h. Vendor or manufacturer publications or written materials Vendor made available to City and used to effect the sale.


49. Entire Agreement


This Contract sets forth the entire agreement between the parties with respect to the subject matter hereof.  No changes to provisions, price, quality, or Statement of Work of this Contract will be effective without the written consent of both parties.


50. Authority for Modifications and Amendments


The Parties hereto reserve the right to make amendments or modifications to this Contract by written agreement, signed by an authorized representative of each party. No modification, amendment, alteration, or waiver of any section or condition of this Contract shall be effective or binding unless it is in writing and signed by the City RFP Coordinator and Vendor Contracting Officer.  Only the City RFP Coordinator shall have the express, implied, or apparent authority to alter, amend, modify, add, or waive any section or condition of this Contract on behalf of the City.


51. Severability


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


52. Vendor Authorizations 


Vendor represents and warrants that:


·  Vendor is a [corporation duly incorporated], validly existing and in good standing under the laws of its state of incorporation and has all requisite corporate power and authority to execute, deliver and perform its obligations under this Contract; 


· The execution, delivery and performance of this Contract has been duly authorized by Vendor and no approval, authorization or consent of any governmental or regulatory agency is required to be obtained in order for Vendor to enter into this Contract and perform its obligations under this Contract; 


· Vendor is duly authorized to conduct business in and is in good standing in each jurisdiction in which Vendor will conduct business in connection with this Contract;


· Vendor has obtained all licenses, certifications, permits, and authorizations necessary to perform the Services under this Contract and currently is in good standing with all regulatory agencies that regulate any or all aspects of Vendor’s performance of the Services. Vendor will maintain all required certifications, licenses, permits, and authorizations during the term of this Contract at its own expense.  Vendor must maintain any certifications that were specified as a minimum requirement in the selection process.  If during the period of the contract, a new certification is established as a minimum requirement for similar applications, the vendor shall, within a reasonable time, obtain that certification.


· Vendor has the full power and authority to grant to the City, the rights described in this Contract without violating any rights of any third party and that there is currently no actual or threatened suit by any such third party based on an alleged violation of such rights by Vendor.  Vendor further represents and warrants that the person executing this Contract for Vendor has actual authority to bind Vendor to each and every term, condition and obligation to this Contract, and that all requirements of Vendor have been fulfilled to provide such actual authority.


53 Ability to Perform


 Vendor represents and warrants that:


· Vendor has and shall continue to have the financial ability, by itself or through a line of credit or other financial support, to provide perform the duties required under this contract and provide City with any required on-going services and support , during any period of this Contract; 


· Vendor has and shall continue to have the financial resources to fund the capital expenditures required under this Contract without advances by the City or assignment of any payments by the City to a financing source; 


· Each subcontractor providing a substantial amount of the work under this Contract has and shall continue to have the financial resources to carry out its duties under this Contract; and 


· Vendor’s methods of accounting are consistent with generally accepted accounting principles and are capable of segregating costs by release, stage, segment, or cost objective in order to support Change Order accounting.


· Vendor represents and warrants that it has the requisite training, skill and experience necessary to provide Work and is appropriately accredited and licensed by all applicable agencies and governmental entities.


54. Miscellaneous Provisions 

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


b. Applicable Law/Venue:  This Contract shall be construed and interpreted in accordance with the laws of the State of Washington.  The venue of any action brought hereunder shall be in the Superior Court for King County.


c. Remedies Cumulative:  Rights under this Contract are cumulative and nonexclusive of any other remedy at law or in equity.  


d. Waiver:  No term or condition or breach thereof shall be deemed waived, except by written consent of the party against whom the waiver is claimed.  Any waiver of the breach of any term or condition shall not be deemed to be a waiver of any preceding or succeeding breach of the same or any other covenant, term or condition.  Neither acceptance by The City of Vendor performance nor payment to Vendor for any portion of Work shall constitute a waiver by The City of the breach or default of any term or condition unless expressly agreed to by The City in writing.

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


f. Attorneys’ Fees:  Subject to the indemnification provisions set forth in this Contract, if any action or suit is brought with respect to a matter or matters covered by this Contract, each party shall be responsible for all its own costs and expenses incident to such proceedings, including reasonable attorneys’ fees.


g. Authority:  Each party represents that it has full power and authority to enter into and perform this Contract, and the person signing this Contract on behalf of each party has been properly authorized and empowered to enter into this Contract.  Each party further acknowledges that it has read this Contract, understands it, and shall be bound by it.






IN WITNESS WHEREOF, in consideration of the terms, conditions, and covenants contained herein, or attached and incorporated and made a part hereof, the parties have executed this Contract by having their authorized representatives affix their signatures below.


		 (Vendor)


By

		

		City of Seattle

By



		

		Signature

Date




		

		

		Signature
Date






		

		(Printed Name)




		

		

		NANCY LOCKE, City Purchasing Director





		

		Title

		

		

		





PAGE  




image17.emf
Terms and  Conditions SAAS.doc


Terms and Conditions SAAS.doc
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TECHNOLOGY CONTRACT


City of Seattle


CONTRACT FOR SEATTLE CITY LIGHT TOOL ROOM AUTOMATION SYSTEM


This Contract is made and entered into by and between City of Seattle (“City”), a Washington municipal corporation; and ________________ (Address: --)(“Vendor”), a corporation of the State of _______, and authorized to do business in the State of Washington.


Vendor Business:


Name of Representative: 





Vendor Address:




Vendor Phone:




Vendor Fax:




Vendor e-mail:




WHEREAS, the purpose of this contract is to provide Seattle City Light with a Tool Room Automation System.; and


WHEREAS, Vendor was selected  as a result of a Request for Proposal process initiated March 25, 2015  as required by Seattle Municipal Code since costs are anticipated to exceed $47,000 in value; and


WHEREAS, funds for this purpose are authorized through the City of Seattle annual budget;


NOW, THEREFORE, in consideration of the terms, conditions, covenants, and performance of the Statement of Work contained herein, as attached and made a part hereof, the City and Vendor mutually agree as follows:


1. Definitions

a) City Data - means information, software, and content that the City provides, including, without limitation, any hypertext markup language files, scripts, programs, recordings, sound, music, graphics, images, applets or servlets that the City or its Subcontractors create, install, upload or transfer in or through to the System.

b) Buyer:  Individual designated by the City to conduct the Contract solicitation process, draft and negotiate contracts, resolves contractual issues and supports the City’s Project Manager during Contract performance.

c) Change Order:  A written modification, addition or deletion to any part of a Statement of Work or Work Order which is signed by both parties.

d) Contract:  The writings and drawings embodying the legally binding obligations between the City and the Contractor as set forth more specifically in Sections 2 and 49.

e) Contract Amendment:   A written change to the Contract signed by both parties.

f) Contractor:  The individual, association, partnership, firm, company, corporation, or combination thereof, including joint ventures, contracting with the City for the performance of Services or Work under this Contract.

g) Contractor Technology: Software, hardware, or any other intellectual property owned by or licensed by the Contractor and used in the performance of the Services.

h) Documentation:  Technical documentation to be provided and delivered by Contractor relating to the Services provided under this Contract, including but not limited to design documents, functional specifications, technical specifications, systems documentation, and manuals describing how to operate and support the software as configured and the technical objects provided in this Contract without additional charge other than the charges set forth in the applicable SOW, as may be amended by the parties.  Documentation also includes information about the performance of the Services such as status reports or other information related to the Services provided under this Contract. Documentation also includes training materials.

i) Hosted Services:  A type of Service which involves a party other than the City, providing the physical data center space, hardware, database software and other software as agreed upon, as well as the labor necessary to maintain the underlying infrastructure of the System or a Side System.  The specific descriptions of the Hosting Services and associated Service Level Agreements (SLAs) will be agreed upon in a Statement of Work.

j) Managed Services:  A type of Service which involves a party other than the City providing Services on an ongoing basis to perform maintenance and to provide continuous improvement for a System or Side System. The specific descriptions of the Managed Services and associated Service Level Agreements (SLAs) will be agreed upon in a Statement of Work.  

k) Project Manager - City:  The individual designated by the City to manage the project on a daily basis and who may represent the City for contract administration.

l) Project Manager – Contractor:  The individual designated by the Contractor to manage the project on a daily basis and who may represent Contractor for contract administration.

m) RFP: The Request for Proposal issued by the City with RFP No. SCL-3450 entitled “PeopleSoft Reimplementation Project”.


n) Statement of Work (SOW): An attachment to this Contract, which is incorporated herein, consisting of written descriptions of Services to be performed.

o) Services:  The activities, services, functions and responsibilities to be provided by Contractor as specifically set forth in a Statement of Work. Services do not involve the delivery of any specific manufactured goods.

p) System:  Any software system used by the City for which the Contractor will provide Services under an SOW.  Some Systems may provide support to the overall Case Management System such as production job scheduling systems.

q) Work: All work product created by Contractor or its subcontractors pursuant to the terms of this Contract, including any data, drawings, technical information, documentation, reports, notes, work papers, review sheets, software, or other material delivered to the City by Contractor arising out of, or resulting from, the Services provided by Contractor under this Contract.

r) Work Order: Written documents signed by both parties and generated by the City upon which Contractor shall commence certain of the Services set forth in the applicable Statement of Work; The Work Order may be referred to as Purchase Order.


2. Term of Contract

Any contract awarded shall be for an initial term of one (1) year with five (5) 1-year extension allowed to include, not only the delivery and maintenance of the system, but also possible future enhancements/upgrades to the system. Such extensions shall be automatic, and shall go into effect without written confirmation, unless either party provides advance notice of the intention to not renew.  Such notice shall be given at least 45 days prior to the otherwise automatic renewal date.

This Contract’s initial Software maintenance and support term shall be for 1 year with annual renewals, commencing the day following expiration of Vendor’s warranty for the Software.

3. Survivorship


All purchase transactions and deliverables executed pursuant to the authority of this Contract shall be bound by all of the terms, conditions, prices and price discounts set forth herein, notwithstanding the expiration of the initial term of this Contract or any extensions thereof.  Further, the terms, conditions and warranties contained in this Contract that by their sense and context are intended to survive the completion of the performance, cancellation or termination of this Contract.  In addition, the terms of the sections titled Overpayments to Vendor, Warranties, Publicity, Section Headings, Incorporated Documents and Order of Precedence, Publicity, Review of Vendor Records, Patent and Copyright Indemnification, Disputes and Limitations of Liability, shall survive the termination of this Contract.

4. Statement of Work

Vendor shall provide the following products and/or services as attached in Exhibit A Statement of Work, (“SOW”) for the implementation planning, detailed design, interfaces, software integration, software configuration, testing, training, end user and technical documentation, project management, implementation change management, and post-implementation warranty support as described in the Statement of Work (Section 5) for of  ​​​RFP-SCL-3450 for which work shall be authorized by individual Work Orders executed in accordance with the Work Order provision herein.  These products and/or services shall be termed “work” herein.     


5. Expansion Clause


This contract may be expanded as mutually agreed, if such expansion is approved in writing by the Buyer from the City Purchasing Office of the Department of Finance and Administrative Services, City of Seattle.  No other City employee is authorized to make such written notices.  The Buyer will ensure the expansion meets the following criteria collectively:  (a)  it could not be separately bid, (b) the change is for a reasonable purpose, (c) the change was not reasonably known to either the City or vendors at time of bid or else was mentioned as a possibility in the bid (such as a change in environmental regulation or other law); (d) the change is not significant enough to be reasonably regarded as an independent body of work; (e) the change could not have attracted a different field of competition, and (f) the change does not vary the essential identity or main purpose of the contract.  The Buyer shall make this determination, and may make exceptions for immaterial changes, emergency or sole source conditions, or for other situations as required in the opinion of the Buyer.  Certain Work Orders or changes are not considered an expansion of scope, including an increase in quantities ordered, the exercise of options and alternates in the bid, change in design and specifications that does not expand the work beyond the limits provided for above, or ordering of work originally identified within the originating solicitation. If such changes are approved, changes are conducted as a written order issued by the City Purchasing Buyer in writing to the Vendor.

6. Work Order Process


The Contractor shall furnish a Case Management System, it’s content and reports pursuant to work orders executed by both parties and issued under this Contract, and shall be listed on a “Statement of Work”, attached hereto as Exhibit A. Each work order shall be subject to all of the terms and conditions of this Contract, and incorporated into this Contract by this reference. The Contractor shall furnish the services (“deliverables”) specified in the Work Order in an aggregate, single, complete transaction and not as separate items.  For each work order under this Contract, Contractor shall commence work upon issuance of a notice to proceed by the City.  


Work Order #1, under this contract shall be issued to City of Seattle, Seattle City Light.  Execution of this Contract shall constitute notice to proceed for Statement of Work #1.  


The Contractor shall furnish all Systems and Hosted Services goods and services (“Deliverables”) pursuant to work orders issued under this Contract. Each work order shall be subject to all of the terms and conditions of this Contract, and incorporated into this Contract by this reference. The Vendor shall furnish all Systems and Hosted Services Deliverables specified in the Work Order in an aggregate, single, complete transaction and not as separate items.  For each work order under this Contract, Vendor shall commence work upon issuance of a notice to proceed by the City. Work orders under this Contract may be generated by the City under the following conditions:


5.1.
The Work Order is within the scope of the original solicitation and contract or is within the allowed conditions for expansions under Section 5 (Expansion Clause) above;


5.2.
The City issues a request to change quantities of any deliverable;


5.3.
The City orders additional custom features, modifications, or interfaces for the hosted system prior to or after the acceptance period.


5.4.
The City chooses to host the system internally.


For any subsequent work order(s) requested by either party, the Vendor shall submit a detailed proposal for the change. The Vendor shall analyze, record, estimate and submit to the City, for its approval, the proposed scope for the changed or new work, a work schedule, and a rate or price adjustment for completion of the work to be changed or added.  Once this proposal is received and approved by the City, a new work order will be issued for the changed or additional work. Upon the City’s written approval and notice to proceed, the Vendor shall implement the change or additional work and invoice for the changed or additional work consistent with the City’s approval notice and the terms and conditions of this Contract. 


The City may, at its option, add, delete or modify any part of any work order by giving Vendor notice of such change within the time period specified in the applicable work order.  Within seven (7) days after the date of such notice, the Vendor shall deliver to the City an amended work order reflecting the change in description, schedule and/or dollar amount due using the unit prices as proposed for the specific work order in Vendor’s Proposal.


The Vendor shall not proceed unless authorized by a mutually agreed upon amendment.  Such extra work shall be in compliance with Section 5 (Expansion Clause) and shall be authorized in writing only by the City Purchasing Buyer, Department of Finance and Administrative Services.  Any costs incurred due to the performance of extra work will not be reimbursed until or unless an amendment is agreed upon.


The City does not guarantee utilization of goods and services provided for in this Contract for which the City has not issued a work order(s).

7. Documentation

Unless specified otherwise in Contract attachments, Vendor will provide two (2) complete sets of documentation for each Software/Hardware order or System delivered, including technical and maintenance information, and, where applicable, installation information.  Vendor shall also provide two (2) complete sets of documentation for each updated version of Software that vendor provides.  Vendor shall provide the documentation on or before the date Vendor delivers its respective Software.  There shall be no additional charge for this documentation or the updates, in whatever form provided.  Vendor’s Software documentation shall be comprehensive, well structured, and indexed for each reference.  If Vendor maintains its technical, maintenance and installation documentation on a web site, Vendor may fulfill the obligations set forth in this section by providing Purchaser access to its web-based documentation information. 

Vendor will adhere to established Seattle City Light Software Development (and implementation) Lifecycle methodology and provide required documentation for approval at appropriate milestones.  All documentation will be drafted and presented to SCL IT Project Manager for review and feedback prior to approval.   


The City reserves the right to withhold payment for a deliverable, modification or enhancement until it receives all documentation associated with the same.  

8. Payment Procedures

The Maximum Amount payable under this Contract shall be as set forth in Exhibit A, Statement of Work.


Vendor shall only invoice upon the City’s approval of the deliverable and in a manner consistent with the payment schedule attached, if any.  Once the City has received and approved the invoice, the City will provide payment within thirty (30) days.  The aggregate amount represents the full and final amount to be paid by the City for all expenses incurred and incidentals necessary to complete the work. Any fees invoiced by vendor for late payment, if any, shall not exceed 1% per month.


The City shall not be obligated to pay any other compensation, fees, charges, prices or costs, nor shall Vendor charge any additional compensation for completing the work order of the Statement of Work. All costs invoiced to the City, shall be associated with an active and open work order.


Invoices for hardware and software installed in City facilities and other work performed under this Contract shall be submitted, in writing to the City’s Project Manager.  Invoices shall include such information as prescribed in the Specifications or Statement of Work, and is necessary for the City to determine the exact nature of all expenditures and shall reference this Contract.  Additional payment terms or invoice instructions may be mutually agreed upon by the City and the Vendor. 


Payment does not constitute whole or partial acceptance; City acceptance of the System shall only occur by formal written notice to that effect.

Overpayments to Vendor

   The City may credit erroneous payments or overpayments against amounts invoiced by Vendor.  If the City does not take such credits, Vendor shall promptly, but in all cases within 30 days, refund to the City the full amount of any erroneous payment or overpayment upon Notice of an erroneous payment or overpayment to which Vendor is not entitled.  


Credits

  Any credits due the City under this Contract may be applied against Vendor’s invoices with appropriate information attached, upon giving of Notice required herein, if any, by the City to Vendor.

Increases Vendor shall not increase the Maximum Amount due from the City under this Contract for all Goods, Services and Deliverables, Purchase Prices, or other Charges during the Initial Term of this Contract except as otherwise specifically described in this Contract.  Vendor may increase its Hosted Service Charges at the end of the Initial Term for each Renewal Term, upon 90 days prior Notice to the City.  Such Charges shall be increased no more than 2 % per Renewal Term.  If the Charges are increased, then, notwithstanding anything to the contrary contained herein, the City may upon 30 days prior Notice to Contractor, terminate this Contract in accordance with Section 39, Termination.


8.1. Advance Payment Prohibited


The City does not accept requests for early payment, down payment or partial payment, unless the Bid or Proposal Submittal specifically allows such pre-payment proposals or alternates within the bid process.  Maintenance subscriptions may be paid up to one year in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.

8.2. Travel and Other Direct Charges

If the specifications and scope of work for this purchase have specifically identified travel and/or other direct costs that the City intends to reimburse, then the following requirements shall apply.  All such expenses must be pre-approved in writing by the Project Manager. If the specifications and scope of work do not clearly identify such costs for compensation, than no compensation will be given.


· City will reimburse the Contractor at actual cost for expenditures that are pre-approved by the City in writing and are necessary and directly applicable to the work required by this Contract provided that similar direct project costs related to the contracts of other clients are consistently accounted for in a like manner.  Such direct project costs may not be charged as part of overhead expenses or include a markup.  Other direct charges may include, but are not limited to the following types of items: travel, printing, cell phone, supplies, materials, computer charges, and fees of subconsultants or subcontractors.


· The billing for third party direct expenses specifically identifiable with this project shall be an itemized listing of the charges supported by copies of the original bills, invoices, expense accounts, subconsultant/subcontractor paid invoices, and other supporting documents used by the Contractor to generate invoice(s) to the City.  The original supporting documents shall be available to the City for inspection upon request.  All charges must be necessary for the services provided under this Contract.


· The City will reimburse the actual cost for travel expenses incurred as evidenced by copies of receipts (excluding meals) supporting such travel expenses, and in accordance with the City of Seattle Travel Policy, details of which can be provided upon request.  


· Airfare: Airfare will be reimbursed at the actual cost of the airline ticket.  The City will reimburse for Economy or Coach class fare only.  Receipts detailing each airfare are required. Unusual itineraries or multi-leg trips shall be prorated to the business requirements of this contact at the sole discretion of the City.

· Meals:  Meals will be reimbursed at the Federal Per Diem daily meal rate (excluding the “Incidental” portion of the published CONUS Federal M&I Rate) for the city in which the work is performed (the current Federal Per Diem daily meal rate used by the City for reimbursement will be provided upon request).  Receipts are not required as documentation.  The invoice shall state “the meals are being billed at the Federal Per Diem daily meal rate”, and shall detail how many of each meal is being billed (e.g. the number of breakfasts, lunches, and dinners).  The City will not reimburse for alcohol at any time.


· Lodging:  Lodging will be reimbursed at actual cost incurred up to a maximum of the published Runzheimer Cost Index for the city in which the work is performed (the current maximum allowed reimbursement amount can be provided upon request).  Receipts detailing each day / night lodging are required. The City will not reimburse for ancillary expenses charged to the room (e.g. movies, laundry, mini bar, refreshment center, fitness center, sundry items, etc.)

· Vehicle Mileage:  Vehicle mileage will be reimbursed at the Federal Internal Revenue Service Standard Business Mileage Rate in affect at the time the mileage expense is incurred (the current 2014 rate is 56.0 cents per mile = $.56).  Documentation of mileage incurred is required.  Please note: payment for mileage incurred for long distances traveled shall not be more than an equivalent trip round-trip airfare on a commercial airline for a coach or economy class ticket.
   

· Rental Car: Rental car expenses will be reimbursed at the actual cost of the rental.  Rental car receipts are required for all rental car expenses.  The City will reimburse for a standard car of a mid-size class or less.  The City will not reimburse for ancillary expenses charged to the car rental (e.g. GPS unit).

· Miscellaneous Travel (e.g. parking, rental car gas, taxi, shuttle, toll fees, ferry fees, etc.):  Miscellaneous travel expenses will be reimbursed at the actual cost incurred.  Receipts are required for each expense of $10.00 or more.


· Miscellaneous other business expenses (e.g. printing, photo development, binding): Other miscellaneous business expenses will be reimbursed at the actual cost incurred and may not include a mark up.  Receipts are required for all miscellaneous expenses that are billed.



Subcontractor: Subcontractor expenses will be reimbursed at the actual cost incurred and may not include a markup.  Copies of all subcontractor invoices that are rebilled to the City are required.


8.3. Disputed Work

Notwithstanding all above, if the City believes in good faith that some portion of Work has not been completed satisfactorily, the City may require Vendor to correct such work prior to The City payment.  In such event, the City will provide to Vendor an explanation of the concern and the remedy that the City expects.  The City may withhold from any payment that is otherwise due, an amount that the City in good faith finds to be under dispute, or if the Vendor does not provide a sufficient remedy, The City may retain the amount equal to the cost to The City for otherwise correcting or remedying the work not properly completed.

9. Taxes, Fees and Licenses


a. Taxes:  Where required by state statute, ordinance or regulation, Vendor shall pay for and maintain in current status all taxes that are necessary for contract performance.  Unless otherwise indicated, The City agrees to pay State of Washington sales or use taxes on all applicable consumer services and materials purchased.  No charge by the Vendor shall be made for federal excise taxes and The City agrees to furnish Vendor with an exemption certificate where appropriate.  


b. Fees and Licenses:  Vendor shall pay for and maintain in a current status, any license fees, assessments, permit charges, etc., which are necessary for contract performance.  It is the Vendor’s sole responsibility to monitor and determine any changes or the enactment of any subsequent requirements for said fees, assessments, or charges and to immediately comply with said changes during the entire term of this Contract. Vendor must pay all custom duties, brokerage or import fees where applicable as part of the contract price.  Vendor shall take all necessary actions to ensure that materials or equipment purchased are expedited through customs.  


c. Vendor is to calculate and enter the appropriate Washington State and local sales tax on the invoice.  Tax is to be computed on new items after deduction of any trade-in, in accordance with WAC 458-20-247. 


10. License for Use 


The Vendor grants to the City a nonexclusive license to use, access to use and access the System and Hosted Services in whole or in part for supporting the internal operations of Seattle City Light Human Resource Department. The licenses hereunder are granted as of the earlier of the date of first access or delivery of the Vendor Technology, Deliverables, System, and Hosted Services and continue until the City returns or ceases to use and access the Vendor Technology, Deliverables, System and Hosted Services.


11. Software Upgrades and Enhancements and Optional Modules

Vendor shall:


a. Supply at no additional cost updated versions of the Software to operate on upgraded versions of operating systems, upgraded versions of firmware, or upgraded versions of hardware;


b. Supply at no additional cost updated versions of the Software that encompass improvements, extensions, maintenance updates, error corrections, or other changes that are logical improvements or extensions of the original Software supplied to City; and

c. Supply at no additional cost updated versions of the Software that encompass improvements, extensions, maintenance updates, error corrections, or other changes that are logical improvements or extensions of the original Software supplied to City

d. Unless otherwise mutually agreed to in writing, Vendor shall maintain any and all Third-party Software products at their most current version or no more than one version back from the most current version and at no additional charge.  However, Vendor shall not maintain any Third-party Software versions, including one version back, if any such version would prevent the City from using any functions, in whole or in part, or would cause Deficiencies in the System.  If implementation of an upgrade to a Third-party Software product requires personnel in addition to the Staff proposed in the Response for the Hosted Services, the City and Vendor shall discuss whether to implement such an upgrade and, if mutually agreed upon in writing, any additional Charges to be paid by the City for such upgrade.  Any additional costs that are charged by a Third-party Software manufacturer for an upgrade to a Third-party Software product that is not covered by such product’s maintenance agreement shall be charged to and paid for by Vendor.

12. Warranties 

11.1 Warranty of the System

Deliverables:  Vendor represents and warrants that each Deliverable shall meet and conform to its applicable Specifications as provided herein following its Acceptance and during the Term.  Vendor also represents and warrants that the System and Hosted Services, in whole and in part, shall operate in accordance with the Detailed System Design Deliverables, the Performance Standards, the other Acceptance Criteria, the Documentation, and this Contract following their Acceptance and during the Term.

11.2 Hosted System Services  Vendor represents and warrants that: (a) It shall perform all Services required pursuant to this Agreement in a professional manner, with high quality, (b) It shall give the highest priority to the performance of the Services, (c) Time shall be of the essence in connection with performance of the Services for Deliverables.  Vendor shall immediately re-perform Services which are not in compliance with such representations and warranties at no cost to the City.

11.3 Warranty Against Planned Obsolescence 


The Vendor warrants that the products proposed to and acquired by the City under this Contract are new and of current manufacture, and that it has no current plans for announcing a replacement line that would be marketed by Vendor as a replacement for any of the products provided to the City under this Contract and would result in reduced support for the product line within which the System furnished to the City is contained.  The Vendor further warrants that, in the event that a major change in hardware, software, or operating system occurs that radically alters the design architecture of the System and makes the current design architecture obsolete within three (3) years after full execution of this Contract, and if the City continues its annual maintenance Contract with the Vendor, the Vendor shall provide the City with a replacement hardware, software, or operating system(s) that continues the full functionality of the systems, at no extra cost to the City.  


11.4 No Surreptitious Code Warranty


Vendor warrants to the City that the System, Hosted Services and Vendor Technology provided to the City under this Contract contain or shall contain no Self-help Code or any Unauthorized Code. Vendor further warrants that Vendor shall not introduce, via modem or otherwise, any code or mechanism that electronically notifies Vendor of any fact or event, or any key, node, lock, time out, or other function, implemented by any type of means or under any circumstances, that may restrict the City’s use of or access to the Software, Data, or Equipment, in whole or in part, based on any type of limiting criteria, including without limitation frequency or duration of use for any copy of the Software provided to the City under this Contract.

Vendor shall defend the City against any claim, and indemnify and hold harmless the City against any loss or expense arising out of any breach of this warranty.  No limitation of liability, whether contractual or statutory, shall apply to a breach of this warranty.

11.5 Title Warranty and Warranty against Infringement 


Vendor hereby warrants and represents to City that Vendor is the owner of the Vendor Technology, Hosted Services and System licensed hereunder or otherwise has the right to grant to the City, the licensed rights to the Vendor Technology, Hosted Services, and System provided by Vendor through this Agreement without violating any rights of any third party worldwide. Vendor represents and warrants that:  (i) Vendor is not aware of any claim, investigation, litigation, action, suit or administrative or judicial proceeding pending or threatened based on claims that the Vendor Technology, System or Hosted Services infringe or misappropriate any patents, copyrights, or trade secrets of any third party, and (ii) the Vendor Technology, System and Hosted Services do not infringe upon or misappropriate any patents, copyrights, trade secrets or any other intellectual property rights of any third party. The City shall receive prompt Notice of each notice or claim of copyright infringement or infringement or misappropriation of other intellectual property right worldwide received by Vendor with respect to the Vendor Technology, Hosted Services, or System delivered under this Agreement. 

Vendor shall, at its expense, defend, indemnify, and hold harmless the City and its employees, officers, directors, contractors and agents from and against any claim or action against the City which is based on a claim that any Deliverable or Service any part thereof under this Agreement infringes a patent, copyright, utility model, industrial design, mask work, trademark, or other proprietary right or misappropriates a trade secret, and Vendor shall pay all losses, liabilities, damages, penalties, costs, fees (including reasonable attorneys’ fees) and expenses caused by or arising from such claim. The City shall promptly give Vendor notice of any such claim. In the event a final injunction or order is obtained against the City’s full use of the Deliverables/Services/System or any portion thereof as a result of any such claim, suit or proceeding, and if no further appeal of such ruling is practicable, Vendor shall, as mutually agreed upon and at Vendor’s expense:


a. procure for the City the right to continue full use of the Hosted System; or



b. replace  or modify the same so that it becomes non‑infringing (which modification or replacement shall not affect the obligation to ensure the Deliverables/Services/System conforms with applicable Statement of Work); or



c. if the product was purchased and the actions described in item (a) or (b) of Section 13.3 are not practicable, refund the full purchase price and remain liable for all damages suffered by the City as a result of the loss of the infringing product and any other continued utility of which to the City is adversely affected by the removal of the infringing product, and hold the City harmless from any further liability therefor under any applicable Order, Settlement, or other Contract. 

In no event shall the City be liable to Vendor for any lease, rental, service, or maintenance payments after the date, if any, that the City is no longer legally permitted to use the Hosted Services because of such actual or claimed infringement. 


No settlement that prevents the City from continuing to use the Hosted Service, other products or Software documentation as provided in this Contract shall be made without the City’s prior written consent.  In all events, the City shall have the right to participate at its own expense in the defense of any such suit or proceeding through counsel of its own choosing.


The indemnification obligation set forth in this section shall survive the expiration or earlier termination of this Contract.


11.6
No Liens


The Vendor warrants that the Software and Equipment is the sole and exclusive property of the Vendor and that the Vendor is authorized to provide full use of the Software to the City as provided herein and that such Software is not subject to any lien, claim or encumbrance inconsistent with any of the City’s rights under this Contract and that the City is entitled to and shall be able to enjoy quiet possession and use of the Software and Equipment without interruption by Vendor or any other person making a claim under or through the Vendor or by right of paramount title.


11.7 Maintenance Services Warranty


The Vendor warrants that, in performing the services under This Contract, the Vendor shall strictly comply with the descriptions and representations as to the services, including performance capabilities, accuracy, completeness, characteristics, Statement of Work, configurations, standards, function and requirements, which appear in this Contract and in the Vendor’s response to the City’s Request for Proposal. Errors or omissions committed by the Vendor in the course of providing Services shall be remedied by the Vendor at its own expense.

11.8 Equipment Warranty

The Vendor warrants and represents that the Equipment provided to meet the requirements of the Statement of Work shall be free from all defects, shall be in good operating order, and shall operate in conformity with the descriptions and standards as set forth in the Vendor’s Proposal and the City’s RFP during the contract term.  Vendor shall promptly, without additional charge, repair or replace the equipment or any part thereof that fails to function as required herein.

11.9 Merchantability and Fitness Warranty


Vendor represents and warrants that the Software, other products and Software Documentation will be merchantable and will be fit for the particular purposes established in the City’s RFP and the Vendor’s response to the City’s RFP.


11.10 Warrant of Compliance with Applicable Law


a. Vendor warrants that the System and Hosted Services shall comply with all applicable federal, State and local laws, regulations, codes and ordinances.  Contractor warrants that, throughout the Term of this Agreement, the System and Hosted Services shall comply with changes to and new applicable federal, State and local laws, regulations, codes and ordinances.


b. Vendor represents and warrants that it shall comply with all applicable local, State, and federal licensing, accreditation and registration requirements and standards necessary in the performance of the Services.         

11.11 Written Commitments

Any written commitment by Vendor within the scope of this Contract shall be binding upon Vendor. Failure of Vendor to fulfill such a commitment may constitute a material breach and shall render Vendor liable for damages under the terms of this Contract. For purposes of this section, a commitment by Vendor includes but is not limited to:  (i) Purchase Prices, Charges, discounts, and options committed to remain in force over a specified period of time; and (ii) any warranty or representation made by Vendor in its Response or contained in any Vendor publications, written materials, schedules, charts, diagrams, tables, descriptions, other written representations, and any other communication medium accompanying or referred to in its Response or used to effect the sale to the City.


11.12  Date Warranty



The Vendor warrants that all Software provided under this contract:  (a) does not have a life expectancy limited by date or time format; (b) will correctly record, store, process, present calendar dates; (c) will lose no functionality, data integrity, or performance with respect to any date; and (d) will be interoperable with other software used by City that may deliver date records from the Software, or interact with date records of the Software (“Date Warrant”).  In the event a Date Warranty problem is reported to Vendor by City and remains unresolved after three calendar days, at City’s discretion, the Vendor shall send, at Vendor’s sole expense, at least one qualified and knowledgeable representative to City’s premises.  This representative will continue to address and work to remedy the failure, malfunction, defect, or nonconformity on City’s premises.  This Date Warranty shall last perpetually.  In the event of a breach of any of these representations and warranties, Vendor shall indemnify and hold harmless the City from and against any and all harm, injury, damages, costs, and expenses incurred by Purchaser arising our of said Breach.


11.13  Physical Media Warranty


Vendor warrants to City that each licensed copy of Software provided by Vendor is and will be free from physical defects in the media that tangibly embodies the copy (the “Physical Media Warranty.”).  The Physical Media Warranty does not apply to defects discovered more than thirty (30) calendar day after the date of Acceptance of the Software copy by the City.  Vendor shall replace, at Vendor’s expense, including shipping and handling costs, any Software copy provided by Vendor that does not comply with this Warranty.



11.14  Survival of Warranties and Representations


The representations and warranties of the Vendor made pursuant to this Contract shall survive the delivery of the System, the payment of the purchase price, and the expiration or earlier termination of this Contract.

11.15 Warranty Services and Hosted Services

General Responsibilities

.  The Vendor warrants the hosted service for the term of this agreement.  During the Warranty Periods, Vendor shall provide Services as described below in this Section as the Warranty Services at no additional cost to correct Deficiencies in the System and Hosted Services and to repair and maintain the System and Hosted Services in accordance with the Specifications.  Vendor shall perform these Warranty Services after the Warranty Periods and during Hosted Services at Charges described in Exhibit A, Statement of Work.  Vendor’s Warranty Service responsibilities shall include but not be limited to the following while assisting THE CITY in operating and maintaining the System and Hosted Services:


11.15.1 Promptly repair or replace the System and Hosted Services, or any portion thereof, that has Deficiencies;


11.15.2 Maintain the System and Hosted Services in accordance with the Specifications and terms of this Agreement and meet all availability and system performance service levels as specified in the Statement of work and/or Service Level Agreement.(SLA)  In the event the Hosted System requires failover activities, then the Vendor shall be responsible for continuance of the Hosted System and the City shall not be subject additional costs unless otherwise specified in this agreement


11.15.3 Upon request by the City, re‑perform any Service that fails to meet the requirements of this Contract at no additional cost;


11.15.4 Coordinate with the City all tasks related to correcting problems and Deficiencies connected with the Software or the Equipment.


11.15.5 Inquiry Assistance.  Contractor shall respond to inquiries from the City, and with the following, as applicable:


11.15.5.1 Responses to questions relating to the Software, including without limitation isolating problems to the Software, Data or Equipment;


11.15.5.2 The development, on a best efforts basis, of a temporary solution to or an emergency bypass of a Deficiency;


11.15.5.3 Corrections and repairs of errors, problems or Deficiencies with the Software, to the extent technically feasible; and


11.15.5.4 Clarification of Documentation.


13. Reauthorization Code Required


If a reauthorization code must be keyed in by Vendor for any Software supplied under this Contract to remain functional upon movement to another computer system, Vendor shall provide the reauthorization code to City within one (1) Business Day after receipt of Purchaser’s notice of its machine upgrade or movement.


OR


If a reauthorization code must be keyed in by Vendor for Software supplied under this Contract to remain functional upon movement to another computer system, Vendor shall provide the reauthorization code to City:  (a) in connection with a machine upgrade or other movement for which City pays Vendor a machine upgrade fee as set forth in pricing agreement, immediately upon receipt of such fee; or (b) if City need not pay a fee or other charge in connection with the machine upgrade or other movement, within one (1) Business Day after receipt of City’s notice of its machine upgrade or movement.


OR (if City is acquiring a site license, unlimited CPU license, or other similar license, use the following:


Vendor’s Software shall not require a reauthorization code in order for the Software supplied through this Contract to remain functional upon City’s movement of the Software to another computer system.

14. Title to Equipment


Upon successful completion of Acceptance Testing and receipt of City’s letter of Acceptance (or upon delivery, if there is no Acceptance Testing), Vendor shall convey to City good title to the Equipment free and clear of all liens, pledges, mortgages, encumbrances, or other security interests.


Transfer of title to the Equipment shall include an irrevocable, fully paid-up, perpetual license to use the internal code (embedded software) in the Equipment.   If City subsequently transfers title to the Equipment to another entity, City shall have the right to transfer the license to use the internal code with the transfer of Equipment title.  A subsequent transfer of this software license shall be at no additional cost or charge to either City or City’s transfer.


15. Ownership of Deliverables 


Except for the licensed System Software and its related documentation, all data and work products produced under this Contract shall be considered work made for hire under the U.S. Copyright Act, 17 U.S.C. 101 et seq, and shall be owned by the City.  


The City shall own all right, title and interest in and to the City’s Confidential Information (defined in Section 34 and Appendix D, Non-Disclosure Agreement. the City’s intellectual property, and the City’s Property.   To the extent Vendor produces any Data; Vendor shall take all actions necessary and shall transfer ownership of the Data to the City following its development.  The Data shall be deemed City of Seattle work made for hire for all purposes of copyright law, and copyright shall belong solely to the City.  In the event that any such work is adjudged to be not a work made for hire, Vendor agrees to assign and hereby assigns all copyright in such work to the City.  Vendor shall, assist the City or its nominees to obtain copyrights, trademarks, or patents for all such works.  The Vendor agrees to execute all papers and to give all facts known to it necessary to secure United States copyrights and to transfer or cause to transfer to the City right, title and interest in and to such works.   


16. Risk of Loss, Freight, Overages or Underages


Regardless of FOB point, Vendor agrees to bear all risks of loss, injury, or destruction of goods and materials ordered herein which occur prior to delivery and acceptance.  Such loss, injury, or destruction shall not release Vendor from any obligations under.  Prices include freight prepaid and allowed.  Vendor assumes the risk of every increase, and receives the benefit of every decrease, in delivery rates and charges.  Shipments shall match the Work Order; any unauthorized advance or excess shipment is returnable at Vendor’s expense.

17. Protection of Persons and Property


16.1 Person

The Vendor and the City shall each take reasonable precautions for the safety of employees of the other, and shall each comply with all applicable provisions of federal, state, and local laws, codes and regulations to prevent or avoid any accident or injury to a person on, about or adjacent to any premises where work under this Contract is being performed.


16.2 Property


The Vendor shall take reasonable steps to protect the City’s property from injury or loss arising in connection with the Vendor’s performance or failure of performance under this Contract.


16.3 No Smoking

The Vendor shall not allow any employee of the Vendor or any sub or agent thereof to smoke inside any City facility.


17 Contract Notices, Deliverable Materials and Invoices Delivery

Official Contract notices shall be delivered to the following addresses (or such other address (es) as either party may designate in writing):


 
If delivered by the U.S. Postal Service, it must be addressed to:
 

Buyer: Presley Palmer, CPPB
 

City of Seattle Purchasing and Contracting Services 


PO Box 94687


Seattle, WA  98124-4687


If delivered by any other company, it must be addressed to:
 

Buyer: Presley Palmer, CPPB
 

City of Seattle Purchasing and Contracting Services 





Seattle Municipal Tower




700 5th Ave., #4112


Seattle, WA  98104-5042


Phone: 206-233-7158

Fax: 206-233-5155

E-Mail: Presley.Palmer@Seattle.gov 

Project work, invoices and communications shall be delivered to the City Project Manager: 




City of Seattle





Attention: Susan Lewis




700 Fifth Avenue, Suite 3200


P.O. Box 34023


Seattle, WA  98124-4023

21 Security

The Vendor shall provide the City with a copy of Vendor’s Information Security Policy on request.  Vendor’s policy should be similar in scope and include controls similar to the City’s Information Systems Security Policy included below and also located at: http://www.seattle.gov/informationsecurity/pdf/ISSP-Web.pdf. 

Vendor shall provide to the City an attestation by an objective third party, stating that the application has been tested for common security vulnerabilities as articulated by the "OWASP Top-10".  These include sql injection, cross-site scripting, cross-site request forgery, and others.  See www.owasp.org for details.  This testing must be performed at the expense of the vendor and by an objective third party 


The attestation may be simply an executive summary of the technical report, stating that the application has been tested against the aforementioned standard, and found to be free of security defect...


The City may require the Vendor re-test the Hosted System if there are significant changes such as addition of functionality, structural or architecture changes, or the addition of infrastructure components.


The City retains the right to audit the Hosted System at its cost and at a time and scope to be agreed to by the parties. The Vendor shall assist the City in performing the audit.  If the results of the audit show that the Hosted System is materially out of compliance with ISSP, then the vendor shall immediately and at no expense to the City initiate an effort to correct all identified deficiencies. Vendor’s failure to materially comply with ISSP may result in the City exercising its right to terminate the Contract as provided in the Contract.

22 Inspection


Work shall be subject, at all times, to inspection by and with approval of the City, but the making (or failure or delay in making) such inspection or approval shall not relieve Vendor of responsibility for performance of the Work in accordance with this Contract, notwithstanding the City’s knowledge of defective or noncomplying performance, its substantiality or the ease of its discovery.  Vendor shall provide sufficient, safe, and proper facilities and equipment for such inspection and free access to such facilities.


23 Affirmative Efforts for Utilization of Women and Minority Subcontracting, Non-Discrimination 


· Employment Actions:  Contractor shall not discriminate against any employee or applicant for employment because of race, religion, creed, age, color, sex, marital status, sexual orientation, gender identity, political ideology, ancestry, national origin, or the presence of any sensory, mental or physical handicap, unless based upon a bona fide occupational qualification.  Contractor shall take affirmative action to ensure that applicants are employed, and that employees are treated during employment, without regard to their creed, religion, race, age, color, sex, national origin, marital status, political ideology, ancestry, sexual orientation, gender identity, or the presence of any sensory, mental or physical handicap.  Such action shall include, but not be limited to employment, upgrading, promotion, demotion, or transfer; recruitment or recruitment advertising, layoff or termination, rates of pay, or other forms of compensation and selection for training.  


· In accordance with Seattle Municipal Code Chapter 20.42, Contractor shall actively solicit the employment and subcontracting of women and minority group members when there are commercially useful purposes for fulfilling the scope of work.  


· If a WMBE Inclusion Plan is requested by and submitted to the City, the WMBE Inclusion Plan is material to the contract.  The requirements and conditions stated in the WMBE Inclusion 

Plan shall be enforced as a contract requirement. 


· If upon investigation, the Director of Purchasing and Contracting Services finds probable cause to believe that the Contractor has failed to comply with the requirements of this Section, the Contractor shall be notified in writing.  The Director of Finance and Administrative Services shall give Contractor an opportunity to be heard with ten calendar days’ notice.  If, after the Contractor’s opportunity to be heard, the Director of Finance and Administrative Services still finds probable cause, s/he may suspend the Contract and/or withhold any funds due or to become due to the Contractor, pending compliance by the Contractor with the requirements of this Section.


· Any violation of the mandatory requirements of this Section, or a violation of Seattle Municipal Code Chapter 14.04 (Fair Employment Practices), Chapter 14.10 (Fair Contracting Practices), Chapter 20.45 (City Contracts – Non-Discrimination in Benefits), or other local, state, or federal non-discrimination laws, shall be a material of contract for which the Contractor may be subject to damages and sanctions provided for by the Vendor Contract and by applicable law.   In the event the Contractor is in violation of this Section shall be subject to debarment from City contracting activities in accordance with Seattle Municipal Code Section 20.70 (Debarment).


24. Assignment and Subcontracting

· Assignment:  Vendor shall not assign any of its obligations under this Contract without Seattle’s written consent, which may be granted or withheld in Seattle’s sole discretion.

· Subcontracting
Vendor shall not subcontract any of its obligations under this Contract without Seattle’s written consent, which may be granted or withheld in Seattle’s sole discretion. Vendor shall ensure that all subcontractors comply with the obligations, requirements and terms and conditions of the subcontract, except for Equal Benefit provisions.  Seattle’s consent to subcontract shall not release the Vendor from liability under this Contract, or from any obligation to be performed under this Contract, whether occurring before or after such consent to subcontract.

25. Key Persons and Subcontractors  

Contractor shall not transfer, reassign or replace any individual or subcontractor that is determined to be essential or that has been agreed upon in the Contractor’s Subcontracting (Inclusion) Plan, without express written consent of Seattle.  If during the term of this Contract, any such individual leaves the Contractor’s employment or any named subcontract is terminated for any reason, Contractor shall notify Seattle and seek approval for reassignment or replacement with an alternative individual or subcontractor. Upon Seattle’s request, the Contractor shall present to Seattle, one or more subcontractors or individual(s) with greater or equal qualifications as a replacement.  Continued achievement of the Subcontracting (Inclusion) Plan that was incorporated into this Contract by reference, if any, and the associated subcontract awards, aspirational goals and efforts, will be one of the considerations in approval of such changes. Seattle’s approval or disapproval shall not be construed to release the Contractor from its obligations under this Contract.  


26. Equal Benefits

a. Compliance with SMC Ch. 20.45: The Vendor shall comply with the requirements of SMC Ch. 20.45 and Equal Benefits Program Rules implementing such requirements, under which the Vendor is obligated to provide the same or equivalent benefits (“equal benefits”) to its employees with domestic partners as the Vendor provides to its employees with spouses.  At The City’s request, the Vendor shall provide complete information and verification of the Vendor’s compliance with SMC Ch. 20.45.   Failure to cooperate with such a request shall constitute a material breach of this Contract.  (For further information about SMC Ch. 20.45 and the Equal Benefits Program Rules review information at http://www.seattle.gov/city-purchasing-and-contracting/social-equity/equal-benefits

b. Remedies for Violations of SMC Ch. 20.45:  Any violation of this Section shall be a material breach of Contract for which the City may:


· Require the Vendor to pay actual damages for each day that the Vendor is in violation of SMC Ch. 20.45 during the term of the Contract; or


· Terminate the Contract; or 


· Disqualify the Vendor from bidding on or being awarded a City contract for a period of up to five (5) years; or


· Impose such other remedies as specifically provided for in SMC Ch. 20.45 and the Equal Benefits Program Rules promulgated thereunder.


27. General Legal Requirements

a. General Requirement:  Vendor, at no expense to The City, shall comply with all applicable laws of the United States and the State of Washington; the Charter and ordinances of The City; and rules, regulations, orders, and directives of their administrative agencies and the officers thereof.  Without limiting the generality of this paragraph, the Vendor shall specifically comply with the following requirements of this section.


b. Licenses and Similar Authorizations:  Vendor, at no expense to The City, shall secure and maintain in full force and effect during the term of this Contract all required licenses, permits, and similar legal authorizations, and comply with all requirements thereof.


c. Performance Standard.   All duties by Vendor or designees shall be performed in a manner consistent with accepted practices for other similar Work.

28. Changes to City Programs

a. The parties acknowledge that the City programs supported by this Contract may be subject to continuous change during the term of this Contract. Except as provided in this Section, Vendor has provided for or will provide for adequate resources, to reasonably accommodate such changes.  Should Vendor be unable to accommodate those changes, the City has the right to terminate the contract.


b. The parties also acknowledge that the Vendor was selected, in part, because of its expertise, experience, and knowledge concerning applicable federal and/or State laws, regulations, policies, or guidelines that affect the performance of the Services and System.


c. In keeping with the City reliance on the Vendor’s knowledge, experience and expertise, the Vendor will be responsible for identifying changes in applicable federal or State legislative enactments and regulations and the impact of such changes on the performance of the Services or Deliverables or the City’s use of the Services or Deliverables.  The Vendor must timely notify the City of such changes and must work with the City to identify the impact of such changes on how the City uses the Services or Deliverables.


d. Noncompliance.  The Vendor will be responsible for any fines, penalties, or disallowances imposed on the City or Vendor arising from any noncompliance with the laws, regulations, policies, and guidelines that affect the Services or Deliverables that are to be provided or that have been provided by the Vendor, its Subcontractors or agents.


29. Indemnification

To the extent permitted by law, the Vendor shall protect, defend, indemnify and hold the City harmless from and against all claims, demands, damages, costs, actions and causes of actions, liabilities, fines, penalties,  judgments, expenses and attorney fees, resulting from the injury or death of any person or the damage to or destruction of property, or the infringement of any patent, copyright, trademark or trade secret, arising out of the work performed or goods provided under this Contract, or any other acts or omissions by the Vendor, or the Vendor’s violation of any law, ordinance or regulation, contract provision or term, or condition of regulatory authorization or permit, except for damages resulting from the sole negligence of the City.  As to the City of Seattle, the Vendor waives any immunity it may have under RCW Title 51 or any other Worker’s Compensation statute.  The parties acknowledge that this waiver has been negotiated by them, and that the contract price reflects this negotiation.  Vendor’s obligation to defend, indemnify, and save City harmless shall not be eliminated or reduced by any alleged concurrent City negligence.


30. Insurance

Except as specified otherwise, Vendor shall obtain at time of award and maintain in force, minimum coverages and limits of liability of insurance specified below.  If the Vendor fails to obtain or maintain these coverages, the City may withdraw its intent to award.  All costs are borne by the Vendor.

1.
MINIMUM COVERAGES AND LIMITS OF LIABILITY. Vendor shall at all times during the term of this Agreement maintain continuously, at its own expense, minimum insurance coverages and limits of liability as specified below:


A.
Commercial General Liability (CGL) insurance, including:





- Premises/Operations






- Products/Completed Operations





- Personal/Advertising Injury





- Contractual 




- Independent Contractors 


- Stop Gap/Employers Liability


with minimum limits of liability of $1,000,000 each occurrence combined single limit bodily injury and property damage (“CSL”), except:





$1,000,000    Personal/Advertising Injury





$1,000,000    each accident/disease/employee Stop Gap/Employer’s Liability


B.
Automobile Liability insurance, including coverage for owned, non-owned, leased or hired vehicles with a minimum limit of liability of $1,000,000 CSL.


C.
Worker’s Compensation for industrial injury to Vendor’s employees in accordance with the provisions of Title 51 of the Revised Code of Washington. 


2.       CITY AS ADDITIONAL INSURED.  The City of Seattle shall be included as an additional insured under CGL and Automobile Liability insurance for primary and non-contributory limits of liability.

3.      LIMITS OF INSURANCE COVERAGE.  The limits of insurance coverage specified herein in subparagraph 29.1 are minimum limits of insurance coverage only and shall not be deemed to limit the liability of Vendor’s insurer except as respects the stated limit of liability of each policy.  Where required to be an additional insured, the City of Seattle shall be so for the full limits of insurance coverage required by Vendor, whether such limits are primary, excess, contingent or otherwise. Any limitations of insurance liability shall have no effect on Vendor’s obligation to indemnify the City. 

4.
MINIMUM SECURITY REQUIREMENT.  All insurers must be rated A- VII or higher in the current A.M. Best's Key Rating Guide and licensed to do business in the State of Washington unless coverage is issued as surplus lines by a Washington Surplus lines broker.


5.
SELF-INSURANCE.  Any self-insured retention not fronted by an insurer must be disclosed.  Any defense costs or claim payments falling within a self-insured retention shall be the responsibility of Vendor.


6.
EVIDENCE OF COVERAGE. Prior to performance of any scope of work under paragraph 5., Vendor shall provide certification of insurance acceptable to the City evidencing the minimum coverages and limits of liability and other requirements specified herein.  Such certification must include a copy of the policy provision documenting that the City of Seattle is an additional insured for commercial general liability insurance on a primary and non-contributory basis.  Certification should be issued to The City of Seattle, Risk Management Division, Seattle, WA and shall be delivered in electronic form either as an email attachment to riskmanagement@seattle.gov or faxed to (206) 470-1270.


31. Review of Vendor Records

Vendor and its Subcontractors shall maintain books, records, documents and other evidence relating to this Contract, including but not limited to protection and use of City’s Confidential Information, and accounting procedures and practices which sufficiently and properly reflect all direct and indirect costs of any nature invoiced in the performance of this Contract.  Vendor shall retain all such records for six (6) years after the expiration or termination of this Contract.  Records involving matters in litigation related to this Contract shall be kept for six (6) years from the date the litigation is settled or complete.

All such records shall be subject at reasonable times and upon prior notice to examination, inspection, copying or audit by personnel so authorized by the City’s Contract Administration and/or the Office of the Auditor and federal officials so authorized by law, rule, regulation or contract, when applicable, at no additional cost to the City.  During this Contract’s term, Vendor shall provide access to these items at a mutually agreeable time and place.  Vendor shall be responsible for any audit exceptions or disallowed costs incurred by Vendor or any of its Subcontractors. Vendor shall incorporate in its subcontracts this section’s records retention and review requirements.


It is agreed that books, records, documents and other evidence of accounting procedures and practices related to Vendor’s cost structure, including overhead, general and administrative expenses, and profit factors shall be excluded from City’s review unless the cost or any material issue under this Contract is calculated or derived from these factors.


32.  Independent Contractor 

The relationship of Vendor to The City by reason of this Contract shall be that of an independent Vendor.  This Contract does not authorize Vendor to act as the agent or legal representative of the City for any purpose whatsoever.  Vendor is not granted any express or implied right or authority to assume or create any obligation or responsibility on behalf of or in the name of The City or to bind The City in any manner or thing whatsoever.


It is the intention and understanding of the Parties that Vendor shall be an independent Vendor and that the City shall be neither liable for nor obligated to pay sick leave, vacation pay or any other benefit of employment, nor to pay any social security or other tax that may arise as an incident of employment.  The Vendor shall pay all income and other taxes as due.  Industrial or other insurance that is purchased for the benefit of the Vendor shall not be deemed to convert this Contract to any employment contract.  It is recognized that Vendor may or will be performing professional Work during the term for other parties and that The City is not the exclusive user of the Work that Vendor will provide.


33. No Conflict of Interest.

Contractor confirms that Contractor does not have a business interest or a close family relationship with any City officer or employee who was, is, or will be involved in the Contractor selection, negotiation, drafting, signing, administration, or evaluating the Contractor's performance.  


34. No Gifts or Gratuities.

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


35. Current and Former City Employees, Officers, and Volunteers.


Throughout the term of the contract, Contractor shall provide written notice to City Purchasing and the City Project Manager of any current or former City employees, officials or volunteers, that are working or assisting on solicitation of City business or on completion of the awarded contract.  The Vendor must be aware of the City Ethics Code, Seattle Municipal Code 4.16 and advise Contractor workers as applicable.


36. Contract Workers with 1,000 Hours


Throughout the term of the Contract, Contractor shall provide written notice to City Purchasing and the City Project Manager of any contract worker that shall perform more than 1,000 hours of contract work for the City within a rolling 12-month period.  Such hours include those that the contract worker performs for the Contract, and any other hours that the worker performs for the City under any other contract.  Such workers are subject to the requirements of the City Ethics Code, Seattle Municipal Code 4.16.  The Contractor shall advise their Contract workers as applicable.


37. Errors & Omissions:  Correction

Vendor shall be responsible for the professional quality, technical accuracy, and the coordination of all designs, drawings, Statement of Work, and other services furnished by or on the behalf of the Vendor under this Contract.  The Vendor, without additional compensation, shall correct or revise any errors or omissions in the designs, drawings, Statement of Work, and/or other Vendor services immediately upon notification by The City.  The obligation provided for in this section with respect to any acts or omissions during the term of this Contract shall survive any termination or expiration of this Contract and shall be in addition to all other obligations and liabilities of the Vendor.

38. Intellectual Property Rights 

Patent:  Vendor hereby assigns to The City all rights in any invention, improvement, or discovery, together with all related information, including but not limited to, designs, Statement of Work, data, patent rights and findings developed in connection with the performance of Contract or any subcontract hereunder.  Notwithstanding the above, the Vendor does not convey to The City, nor does The City obtain, any right to any document or material utilized by Vendor that was created or produced separate from this Contract or was preexisting material (not already owned by The City), provided that the Vendor has clearly identified in writing such material as preexisting prior to commencement of the Work.  To the extent that preexisting materials are incorporated into the Work, the Vendor grants The City an irrevocable, non-exclusive, fully-paid, royalty-free right and/or license to use, execute, reproduce, display, and transfer the preexisting material, but only as an inseparable part of the Work.


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


The City may make and retain copies of such documents for its information and reference in connection with their use on the project.  The Vendor does not represent or warrant that such documents are suitable for reuse by The City, or others, on extensions of the project, or on any other project. Vendor represents and warrants that it has all necessary legal authority to make the assignments and grant the licenses required by this Section.

39. Confidentiality 


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 bid or proposal submittals, agreement documents, contract work product, or other bid material.  Some records or portions of records are legally exempt from disclosure and can be redacted or withheld. The Public Records Act (RCW 42.56 and RCW 19.10)8 describes those exemptions.  Contractor must familiarize itself with the Washington State Public Records Act (PRA) and the City of Seattle’s process for managing records.


The City will try to redact anything that seems obvious in the City opinion for redaction.   For example, the City will black out (redact) Social Security Numbers, federal tax identifiers, and financial account numbers before records are made viewable by the public.  However, this does not replace Contractor’s obligations to identify any materials Contractor wishes to have redacted or protected, and that Contractor believes are so under the Public Records Act (PRA).


Protecting your Materials from Disclosure (Protected, Confidential, or Proprietary) 

Contractor must determine and declare any materials you want exempted (redacted), and that Contractor also believes are eligible for redaction.  This includes but is not limited to Contractor’s bid submissions, contract materials and work products   

Proposal Submittals:  Asserted exemptions for Proposal Submittals shall be those exemptions that, Vendor identified on the City Non-Disclosure Request included in the City of Seattle Vendor Questionnaire for Request for Proposal_______. If the Vendor did not submit a request within the Vendor Questionnaire, the Vendor is deemed to have authorized releasing any and all information submitted to the City. 


Contract Work Products

If Vendor wishes to assert exemptions for its contract work products Vendor must notify the City Project Manager at the time such records are generated.


Please note the City cannot accept a generic marking of materials, such as marking everything 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 exempt an entire page unless each sentence is entitled to exemption; instead, identify paragraphs or sentences that meet the RCW exemption criteria you are relying upon.  


City’s Response to a Public Records Act Requests


The City will prepare two versions of your materials:


Full Redaction: A public copy that redacts (blacks out) both the exemptions (such as social security numbers) identified by the City and also materials or text you identified as exempt. The fully redacted version is made public upon contract execution and will be supplied with no notification to you.


Limited Redaction:  A copy that redacts (blacks out) only the exemptions (such as social security numbers) identified by the City.  This does not redact (black out) exemptions identified by Vendor. The Limited Redaction will be released only after Vendor is provided “third party notice” that allows Vendor the legal right under RCW 42.56.540 to bring a legal action to enjoin the release of any records you believe are not subject to disclosure.


If any requestor seeks the Limited Redacted or original versions, the City will provide Vendor “third party notice”, giving ten business days to obtain a temporary restraining order while Vendor pursues a court injunction.  A judge will determine the status of your exemptions and the Public Records Act. 


If the Vendor does not obtain and serve an injunction upon the City within 10 business days of the date of the City’s notification of the request, the Vendor is deemed to have authorized releasing the record.


Notwithstanding the above, the Vendor must not take any action that would affect (a) the City’s ability to use goods and services provided under this Agreement or (b) the Vendor’s obligations under this Agreement.


The Vendor will fully cooperate with the City in identifying and assembling records in case of any public disclosure request.

40. Publicity


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


41. Background Checks and Immigrant Status


The City has strict policies regarding the use of Background checks, criminal checks and immigrant status for contract workers.  The policies are incorporated into the contract and available for viewing on-line at http://www.seattle.gov/business/WithSeattle.htm

42. Dispute Resolution

The parties shall endeavor to resolve any dispute or misunderstanding that may arise under this Contract concerning Vendor’s performance, if mutually agreed to be appropriate, through negotiations between the Vendor’s Project Manager and the City’s Project Manager, or if mutually agreed, referred to the City’s named representative and the Vendor’s senior executive(s).  Either party may discontinue such discussions and may then pursue other means to resolve such disputes, or may by mutual agreement pursue other dispute alternatives such as alternate dispute resolution processes. Nothing in this dispute process shall in any way mitigate the rights, if any, of either party to terminate the contract for cause or convenience.

43. Termination

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


b. For City’s Convenience:  The City may terminate this Contract at any time, without cause and for any reason including the City’s convenience, upon written notice to the Vendor.  


c. Nonappropriation of Funds:  The City may terminate this Contract at any time without notice due to nonappropriation of funds, whether such funds are local, state or federal grants, and no such notice shall be required notwithstanding any notice requirements that may be agreed upon for other causes of termination.


d. Acts of Insolvency:  The City may terminate this Contract by written notice to Vendor if the Vendor becomes insolvent, makes a general assignment for the benefit of creditors, suffers or permits the appointment of a receiver for its business or assets, becomes subject to any proceeding under any bankruptcy or insolvency law whether domestic or foreign, or is wound up or liquidated, voluntarily or otherwise. 


e. Termination for Gratuities and/or Conflict of Interest:  The City may terminate this Contract by written notice to Vendor if The City finds that a conflict of interest exists in violation of the city Ethics Code, or that any gratuity in the form of entertainment, a gift, or otherwise, was offered to or given by the Vendor or any agent therefore to any City official, officer or employee.


f. Notice:  The City is not required to provide advance notice of termination.  Notwithstanding, the RFP Coordinator may issue a termination notice with an effective date later than the termination notice itself.  In such case, the Vendor shall continue to provide products and services as required by the RFP Coordinator until the effective date provided in the termination notice. 


g. Actions Upon Termination:  In the event of termination not the fault of the Vendor, the following shall apply:

1. Vendor shall be paid for all products and services that have been ordered and accepted prior to the effective termination date or ordered before the effective termination date and ultimately accepted by the RFP Coordinator, together with any reimbursable expenses then due.

2. For System development projects, Vendor shall be paid for progress performed that has been accepted by the City on or prior to the effective termination date, but in no event shall such compensation exceed the maximum compensation to be paid under the Contract.  

3. Vendor agrees that such payment shall fully and adequately compensate Vendor and all subs for all profits, costs, expenses, losses, liabilities, damages, taxes, and charges of any kind whatsoever (whether foreseen or unforeseen) attributable to the termination of this Contract. 

4. Upon termination for any reason, Vendor shall provide The City with the most current design documents, contract documents, writings and other product it has completed to the date of termination, along with copies of all project-related correspondence and similar items.  The City shall have the same rights to use these materials as if termination had not occurred. 

5. In the event this Contract expires or is terminated for any reason, the City shall retain its rights in all Products, services and system progress that is in transit or delivered prior to the effective termination date.

44. Force Majeure– Suspension and Termination


This section applies in the event that either party is unable to perform the obligations of this contract because of a Force Majeure event as defined herein, to the extent that the Contract obligations must be suspended in full.  A Force Majeure event is an event that prohibits performance and is beyond the control of the party.  Such events may include natural or man-made disasters, or an action or decree of a superior governmental body, which prevents performance.


Force Majeure under this Section shall only apply in the event that performance is rendered not possible by either party or its agents.  Should it be possible to provide partial performance that is acceptable to the City under Section #2 (Emergencies or Disasters), Section #2 below shall instead be in force.


Should either party suffer from a Force Majeure event and is unable to provide performance, such party shall give notice to the remaining party as soon as practical and shall do everything possible to resume performance. 


Upon receipt of such notice, the party shall be excused from such performance as is affected by the Force Majeure Event for the period of such Event.  If such Event affects the delivery date or warranty provisions of this Agreement, such date or warranty period shall automatically be extended for a period equal to the duration of such Event.


45. Major Emergencies or Disasters:   

The City may undergo an emergency or disaster that may require the Vendor to either increase or decrease quantities from normal deliveries, or that may disrupt the Vendor’s ability to provide normal performance.  Such events may include, but are not limited to, a storm, high wind, earthquake, flood, hazardous material release, transportation mishap, loss of any utility service, fire, terrorist activity or any combination of the above.  In such events, the following shall apply.


a. The City shall notify the Vendor that the City is experiencing an emergency or disaster, and will request emergency and priority services from the Vendor.


b. Upon such notice by the City, the Vendor shall provide to the City goods and/or services in the quantities and schedule specified by the City, following the conditions named in this Section.


c. The City of Seattle shall be the customer of first priority for the Vendor.  The Vendor shall provide its best and priority efforts to provide the requested goods and/or services to the City of The City in as complete and timely manner as possible.  Such efforts by the Vendor are not to be diminished as a result of Vendor providing service to other customers.  


d. If the Vendor is unable to respond in the time and/or quantities requested by the City, the Vendor shall make delivery as soon as practical.  The Vendor shall immediately assist the City to the extent reasonable, to gain access to such goods and/or services. This may include:


· Coordinating with other distributors or subsidiaries beyond those in the local region to fulfill order requests; 


· Offering the City substitutions provided the Vendor obtains prior approval from the City for such substitution.


e. The Vendor shall charge the City the price determined in this Contract for the goods and services provided, and if no price has been determined, it shall charge the City a price that is normally charged for such goods and/or services (such as listed prices for items in stock).  However, in the event that the City’s request results in the Vendor incurring unavoidable additional costs and causes the Vendor to increase prices in order to obtain a fair rate of return, the Vendor shall charge the City a price not to exceed the cost/profit formula found in this Contract. 


46. Debarment


In accordance with SMC Ch. 20.70, the Director of Finance and Administrative Services or designee may debar a Vendor from entering into a Contract with the City or from acting as a sub on any Contract with the City for up to five years after determining that any of the following reasons exist: 

a. Vendor has received overall performance evaluations of deficient, inadequate, or substandard performance on three or more City Contracts.


b. Vendor failed to comply with City ordinances or Contract terms, including but not limited to, ordinance or Contract terms relating to small business utilization, discrimination, prevailing wage requirements, equal benefits, or apprentice utilization.  


c. Vendor abandoned, surrendered, or failed to complete or to perform work on or in connection with a City Contract.  


d. Vendor failed to comply with Contract provisions, including but not limited to quality of workmanship, timeliness of performance, and safety standards. 


e. Vendor submitted false or intentionally misleading documents, reports, invoices, or other statements to the City in connection with a Contract. 


f. Vendor colluded with another Vendor to restrain competition. 


g. Vendor committed fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a Contract for the City or any other government entity.


h. Vendor failed to cooperate in a City debarment investigation. 


i. Vendor failed to comply with SMC 14.04, SMC Ch. 14.10, SMC Ch. 20.42, or SMC Ch. 20.45, or other local, State, or federal non-discrimination laws. 


The Director may issue an Order of Debarment following the procedures specified in SMC 20.70.050.   The rights and remedies of the City under these provisions are in addition to any other rights and remedies provided by law or under the Contract. 


47. Recycle Products Requirements


As required by Seattle Municipal Code 20.60, whenever practicable, Vendor shall use reusable products, recyclable products and recycled-content products including recycled content paper on all documents submitted to the City.  


Vendors are to duplex all materials that are prepared for the City under this Contract, whether such materials are printed or copied, except when impracticable to do so due to the nature of the product being produced.  Vendors are to use 100% post consumer recycled content, chlorine-free paper in such products that are produced for the City, whenever practicable, and to use other paper-saving and recycling measures in business they conduct with and for the City.  This directive is executed under the Mayor's Executive Order, issued February 13, 2005.

48. Section Headings, Incorporated Documents and Order of Precedence


· The headings used herein are inserted for convenience only and do not define or limit the contents.

· No verbal agreement or conversation between any officer, agent, associate or employee of The City and any officer, agency, employee or associate of the Vendor prior to the execution of this Contract shall affect or modify any of the terms or obligations contained in this Contract.


· The following documents are incorporated.  Where there is conflict or gap between or among these documents, the controlling document will be resolved in the following order of precedence (first listed being the precedent):

a. Applicable federal, state and local  statutes, laws and regulations;


b. This Contract

c. All Attachments to this Contract, including Pricing, Management, and Technical Specification Agreements

d. Licensing and Maintenance Agreements


e. RFP issued by the City


f. Vendor Proposal Response


g. City Purchase Order documents issued, if any; and


h. Vendor or manufacturer publications or written materials Vendor made available to City and used to effect the sale.


49. Entire Agreement


This Contract sets forth the entire agreement between the parties with respect to the subject matter hereof.  No changes to provisions, price, quality, or Statement of Work of this Contract will be effective without the written consent of both parties.


50. Authority for Modifications and Amendments


The Parties hereto reserve the right to make amendments or modifications to this Contract by written agreement, signed by an authorized representative of each party. No modification, amendment, alteration, or waiver of any section or condition of this Contract shall be effective or binding unless it is in writing and signed by the City RFP Coordinator and Vendor Contracting Officer.  Only the City RFP Coordinator shall have the express, implied, or apparent authority to alter, amend, modify, add, or waive any section or condition of this Contract on behalf of the City.


51. Severability


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


52. Vendor Authorizations 


Vendor represents and warrants that:


·  Vendor is a [corporation duly incorporated], validly existing and in good standing under the laws of its state of incorporation and has all requisite corporate power and authority to execute, deliver and perform its obligations under this Contract; 


· The execution, delivery and performance of this Contract has been duly authorized by Vendor and no approval, authorization or consent of any governmental or regulatory agency is required to be obtained in order for Vendor to enter into this Contract and perform its obligations under this Contract; 


· Vendor is duly authorized to conduct business in and is in good standing in each jurisdiction in which Vendor will conduct business in connection with this Contract;


· Vendor has obtained all licenses, certifications, permits, and authorizations necessary to perform the Services under this Contract and currently is in good standing with all regulatory agencies that regulate any or all aspects of Vendor’s performance of the Services. Vendor will maintain all required certifications, licenses, permits, and authorizations during the term of this Contract at its own expense.  Vendor must maintain any certifications that were specified as a minimum requirement in the selection process.  If during the period of the contract, a new certification is established as a minimum requirement for similar applications, the vendor shall, within a reasonable time, obtain that certification.


· Vendor has the full power and authority to grant to the City, the rights described in this Contract without violating any rights of any third party and that there is currently no actual or threatened suit by any such third party based on an alleged violation of such rights by Vendor.  Vendor further represents and warrants that the person executing this Contract for Vendor has actual authority to bind Vendor to each and every term, condition and obligation to this Contract, and that all requirements of Vendor have been fulfilled to provide such actual authority.


53 Ability to Perform


 Vendor represents and warrants that:


· Vendor has and shall continue to have the financial ability, by itself or through a line of credit or other financial support, to provide perform the duties required under this contract and provide City with any required on-going services and support, during any period of this Contract; 


· Vendor has and shall continue to have the financial resources to fund the capital expenditures required under this Contract without advances by the City or assignment of any payments by the City to a financing source; 


· Each subcontractor providing a substantial amount of the work under this Contract has and shall continue to have the financial resources to carry out its duties under this Contract; and 


· Vendor’s methods of accounting are consistent with generally accepted accounting principles and are capable of segregating costs by release, stage, segment, or cost objective in order to support Change Order accounting.


· Vendor represents and warrants that it has the requisite training, skill and experience necessary to provide Work and is appropriately accredited and licensed by all applicable agencies and governmental entities.


54. Miscellaneous Provisions 

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


b. Applicable Law/Venue:  This Contract shall be construed and interpreted in accordance with the laws of the State of Washington.  The venue of any action brought hereunder shall be in the Superior Court for King County.


c. Remedies Cumulative:  Rights under this Contract are cumulative and nonexclusive of any other remedy at law or in equity.  


d. Waiver:  No term or condition or breach thereof shall be deemed waived, except by written consent of the party against whom the waiver is claimed.  Any waiver of the breach of any term or condition shall not be deemed to be a waiver of any preceding or succeeding breach of the same or any other covenant, term or condition.  Neither acceptance by The City of Vendor performance nor payment to Vendor for any portion of Work shall constitute a waiver by The City of the breach or default of any term or condition unless expressly agreed to by The City in writing.

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


f. Attorneys’ Fees:  Subject to the indemnification provisions set forth in this Contract, if any action or suit is brought with respect to a matter or matters covered by this Contract, each party shall be responsible for all its own costs and expenses incident to such proceedings, including reasonable attorneys’ fees.


g. Authority:  Each party represents that it has full power and authority to enter into and perform this Contract, and the person signing this Contract on behalf of each party has been properly authorized and empowered to enter into this Contract.  Each party further acknowledges that it has read this Contract, understands it, and shall be bound by it.









IN WITNESS WHEREOF, in consideration of the terms, conditions, and covenants contained herein, or attached and incorporated and made a part hereof, the parties have executed this Contract by having their authorized representatives affix their signatures below.


		 (Vendor)


By

		

		City of Seattle

By



		

		Signature

Date




		

		

		Signature
Date






		

		(Printed Name)




		

		

		NANCY LOCKE, City Purchasing Director





		

		Title
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EXHIBIT X - SERVICE LEVEL AGREEMENT (SLA) for Software as a Service Contracts

City of Seattle


CONTRACT FOR RFP No SCL-3399

TITLE:  CONTRACT FOR SEATTLE CITY LIGHT TOOL ROOM AUTOMATION SYSTEM

1. Period and Scope of the Agreement


The Vendor will provide to the City the application, infrastructure, and operational support for the software application and functionalities listed in the table below:

Table 1:  Applications/Functionality supported by the Vendor under this Agreement

		Application / Functionality

		Number of Licenses or description of other scope of support



		

		





Unless otherwise stated, this Agreement will become effective when the Contract is signed by the City and the Vendor, and will continue until termination of the Contract.

2. Vendor Services 

The Vendor will assume responsibility for the services listed below to the City in support of this Agreement whether directly provided by the vendor, or provided by a 3rd party subcontractor of the Vendor:

Table 2: Vendor provided services - examples

		Service

		Included



		Hosting Facility Services

		Yes / No / Shared?



		Application Administration / Configuration Services

		Yes / No / Shared?



		Software Maintenance and Upgrade Services

		Yes / No / Shared?



		Application Recovery Services

		Yes / No / Shared?



		Data/Information Security Services

		Yes / No / Shared?



		Data Storage and Retention

		Yes / No / Shared?



		Data Recovery Services

		Yes / No / Shared?



		Problem Management/Customer Support Service

		Yes / No / Shared?





Hosting Facility Service

Vendor assumes all responsibility for the computing environment supporting the hosted applications. 


Operations/Monitoring Services

Applications provided by the vendor are supported by a 24 x 7 automated and alert monitoring system. 


Application Administration Services

Applications provided under this agreement will be the responsibility of the Vendor.  Vendor will own and manage the application, related databases, supporting computing hardware, and necessary operating systems.

Application Recovery Services

The Vendor will provide the following Recovery Services:  


· Hosting Infrastructure and environment recovery processes.

· Application recovery processes. 


· Offsite data backup storage via media (e.g. tape) or cloud including rotation, retention, and periodic testing of data backups

Data/Information Security Services

The Vendor will manage the Applications and City data at or above the same level of City security minimum requirements as established by the Request For Proposal (RFP) and/or Contract.

Data Storage and Retention

The Vendor will ensure City data is stored and retained in accordance with City Record Retention policies.

Data Recovery Services


The Vendor will assure City data will be recovered in a timely fashion in the event of system failure.


Problem Management/Customer Support Service


The Vendor provides problem management support for all application services covered by this agreement. The City will direct problems encountered with the services provided in this agreement to a Problem Management/Customer Support contact as identified by the Vendor.  Problems will be assigned a severity level based on the following criteria:

Table 3: Problem Severity Levels


		Problem Severity Level

		Description



		Severity Level 1

		Mission critical City business process(s) unable to function - The System is not functioning and there is no workaround that is acceptable to the City, thereby preventing a department or workgroup from performing a mission critical business function(s).



		Severity Level 2

		Significant impact to Mission critical City business process(s) – A major problem impedes the ability to perform mission critical business function(s) due to major functionality not working. A temporary work-around that is acceptable to the City is available. 



		Severity Level 3

		Not able to accomplish all functions - Minor function(s) not working causing non-critical work to back up.



		Severity Level 4

		Inconvenience – The System is causing a minor disruption in the way tasks are performed, but does not stop workflow.  Able to accomplish all functions, but not as efficiently as normal.  May include cosmetic issues - especially in constituent facing applications. 





3. Service Level Standards

The Service Level Standards in Table 4 apply to the services provided by the Vendor.  The Vendor shall use all commercially reasonable efforts to meet or exceed the following Service Level Standards:

Table 4: Service Level Standards


		Measure

		Metric

		Standard

		Comments



		Availability

		System is available for use

		99.99% Availability excluding scheduled maintenance 

		Availability is measured per calendar month

Nine (9) hours of maintenance per calendar quarter are scheduled as follows:


· First Sunday of each month from 3 – 6AM PST



		Performance 

		System response time

		400 percent of response time during User Acceptance Testing 

		See attached exhibit X  for average response time for business critical transactions during User Acceptance Testing



		Problem Management

		Severity Level 1 Problem Resolved

		100% resolved within 8 hours

		



		

		Severity Level 2 Problem Resolved

		100% resolved within 24 hours

		



		

		Severity Level 3 Problem Resolved

		80% resolved within                      5 working days.

100% resolved within 10 working days.

		



		

		Severity Level 4 Problem Resolved

		80% resolved within     20 working days. 


100% resolved within 30 working days.

		



		Vendor Help Desk

		Help Desk call wait time 

		At least 99% of Help Desk calls are answered in 2 minutes or less ( a call pick-up system may be used)

		



		

		Help Desk call busy signal

		Less that 1% of calls get a busy signal

		



		Support calls for Severity Level 1and Level 2

		Support call  Severity Level 1 and Level 2 callback time

		Vendor must respond back to City in 30 minutes or less from the time the City made the call

		



		Data Retention

		Monthly copy of City data for retention 

		Vendor must provide City a monthly copy of City data in a format designated by City 

		





Hours of support


Vendor will provide a designated support contact(s) 24 hours a day, Monday through Sunday.

4. Joint Responsibilities


Problem Reporting

The City will report concerns as appropriate to Vendor specified support contacts. City and Vendor shall jointly determine the number and type of City system administrators and/or end users that will have access to the Vendor Help Desk for problem reporting.

User Provisioning

New system administrators will be created by the Vendor within1days of the City’s request. City will direct requests for new system administrators through Vendor designated contacts.     Shorter provisioning times may be requested by the City in emergency situations. 

Network Services

The Vendor is responsible for providing adequate network infrastructure so as to meet the performance metrics specified in this agreement.  The City is responsible for providing adequate internal network infrastructure so as to not affect the Vendor’s ability to meet those performance metrics.  The City is responsible for the support, maintenance, and monitoring of the City’s dedicated LAN and or WAN.  Vendor bears no responsibility for performance and availability problems on networks within the City’s control.
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