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City of Seattle

Request for Proposal
RFP No. SPU_4746
[bookmark: _Hlk1334013]TITLE:  Watershed Content Management System (CMS)
Closing Date & Time: April 24, 2019 – 3:00 PM Pacific Time


TABLE 1 – SOLICITATION SCHEDULE

	Event
	Date

	RFP Issued 
	MAR 11, 2019

	Pre-Proposal Conference
	MAR 29, 2019 1:00 – 2:30 PM PST 
See Section 12.2 Below for Location

	Deadline for Questions
	April 14, 2019 COB

	Sealed Proposals Due to the City
	APR 24, 2019 3:00 PM PST

	Evaluations (Rounds 1 – 4) 
* See Section 14  
	* Evaluation Completion Date MAY 21, 2019

	Interview/Software Demonstrations (Round 5) 
* See Section 14
	* Interview Start Date, MAY 29 – 31, 2019 (Hold the dates. If your proposal makes it to Round 5 you will be expected to be available all day for one of the days listed)

	System Delivery Due Date
	*Full integration by September 2020


*Estimated dates

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 herein.  All times and dates are Pacific Time.

PROPOSALS MUST BE RECEIVED ON OR BEFORE THE DUE DATE AND TIME AT THE LOCATIONS SHOWN IN SECTION 12.
MARK THE OUTSIDE OF YOUR MAILING PACKAGE INDICATING RFP #4746.


  NOTE:   By responding to this RFP, the Proposer agrees that he/she has read and understands the requirements and all documents within this RFP package.
1. INTRODUCTION
[bookmark: _Hlk1316946]The City of Seattle (the City) and Seattle Public Utilities (SPU) seeks to acquire a Content Management System (CMS) to create an SPU Watershed Protection Section “Protection Access Control System” (SPU-PACS) (the “Solution”).  SPU-PACS will be used to manage information key to activities in permitting, access and control in compliance with Washington Administrative Code (WAC), Department of Homeland Security, Washington Department of Health (WDOH), and physical security best practices.  
The City desires to procure the most appropriate system to meet the SPU-PACS requirements from a qualified vendor at a firm, fixed-price.  The City solution preference is a Microsoft Dynamics vendor/implementor but is also open to other vendor solutions that can provide this capability which meet or exceed the requirements identified in this RFP (See Section 4.1).  Although the City is requesting proposals for complete systems, including hardware, software, and services that include any and all third-party components, the City may choose not to acquire all system components, so please plan to breakout your responses to address pricing and services associated with software, hardware and other services separately.  The City may also exercise the option to procure third-party components directly (e.g., PCs and monitors).
The City SPU Watershed Protection Section seeks a vendor that will provide an effective and carefully structured approach to implement SPU-PACS.  In this context, implementation refers to all efforts required to provide a complete and functioning system and prepare the Watershed Protection Section to use it effectively. This includes technology and implementation planning, detailed design, interfaces, software integration, designing minimal software modifications, testing, training, end user and technical documentation, project management, and post-implementation warranty support and potential phased approach to deliver the solution required.
The City estimates a full integration by September 2020.
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.
2. PURPOSE OF CONTENT MANAGEMENT SYSTEM 
1 Meets the technical and functional requirements for SPU - Watershed Protection, as outlined in the key business processes and business requirements specifications included in this RFP.
2 Is highly configurable and can meet current and future needs without ongoing extensive software customization.
3 Provides a high level of availability, security, and reliability
4 Provides a solution that can operates in both a connected and disconnected state.   
5 Optimizes both the ability of the vendor to provide long-term support and the ability of SPU - Watershed Protection to implement future upgrades and enhancements to the product.
6 Provides a high level of user satisfaction and positions SPU - Watershed Protection to take advantage of technology to improve business performance and efficiency.
7 Allows easy access to data for report and query generation and updating stylesheets without the need for a programming specialist.
8 Provides a high degree of integration with key enterprise applications, such as AMAG Access Control system and other internal and external databases.
9 It is envisioned that the system will create, manage, and publish separate information product formats as specified in the Business Requirements Document (BRD) that can be found in Section 7 of this RFP
10 Integration with enterprise applications is required.  It is anticipated that information will flow into the City access and control systems as described in the BRD. 

3. BACKGROUND
The SPU Watershed Protection Section, Watershed Management Division, administers a series of business processes intended to protect source surface water quality at the Cedar and Tolt Municipal Watersheds. These processes, approved by the Washington Department of Health, comprise the Watershed Control Program as directed by the Limited Alternative to Filtration (LAF) and Federal requirements to ensure the Watershed meets criteria to remain unfiltered.
3.1. Watershed Protection Work Environment 
There are up to twelve Watershed Protection staff/users at any given time reporting to a supervisor - Watershed Protection Manager. Three staff are primarily in the office and only go into the field for incidents and emergencies.  The remaining staff are primarily in the field and are only in the office at the beginning and end of shift. Field staff average 50-75 miles a day patrolling over 100,000 acres of city-owned watershed lands in the Cascade mountains by vehicle (primary), foot, boat, bicycle, and helicopter.  Most of shifts are spent completely disconnected from any cell or Wi-Fi networks.    

The Watershed Protection Section staff controls human use, prevents trespass, surveils remote watersheds, prevents wildland fires, responds to incidents, conducts search and rescue activities, responds to hazardous material spills, collects weather and asset data, and inspects and decontaminates equipment for aquatic invasive species.  Primary duties include security patrols, infrastructure inspections, source water quality data collection, enforcement, and emergency response.  The physical environment can be very challenging, and all equipment must endure heavy rain, cold temperatures, wind, dust, and heat.  Permitting and access and control receives considerable attention and currently requires multiple systems and processes to ensure regulatory compliance for an unfiltered drinking water source.  Incidents and emergencies are frequent and demand several documentation paths that are both internally and nationally based and may involve regional or out of state mobilizations.

3.2. Watershed Protection Section Program Obligation & Regulation
Currently, the Watershed Protection Section staff labor through several computer and internet-based applications and a series of business processes to complete their daily work.   The primary application used for permitting is no longer serviceable, is inefficient, unsupported, and at risk of catastrophic failure. If this system fails, Seattle Public Utilities may no longer comply with our control of the watersheds criteria which directly relates to maintaining our unfiltered status, which will not serve the rate payers.   The effectiveness and efficiency of these business processes requires a supported set of integrated technology to provide the ability to collect information required for monitoring the watershed and producing compliance reports mandated for an unfiltered water supply. 
SPU delivers an average of 130 million gallons of water each day to more than 1.3 million people in the King County region, including customers of 20 wholesale purveyors in addition to the Cascade Water Alliance. The Cedar system supplies 60-70 percent of the supply and the Tolt supplies 30-40 percent.  Generally, federal and state water quality regulations require that municipal water supplies be filtered. However, the 1996 amendments to the Safe Drinking Water Act included a provision for a Limited Alternative to Filtration (LAF) standard that allows water systems with highly protected watersheds to apply for permission to operate without filtration if adequate disinfection and watershed protection are maintained. Under the LAF provision, WDOH Drinking Water Regulations [WAC 246-290-691] provide guidance for municipalities providing drinking water using surface water sources. The regulations identify the following requirements for a watershed control program within a municipal water supply meeting conditions for LAF [WAC 246-290-691 (3)(b)(i-iv)]: 
i. The watershed must not be allowed to be inhabited, except for those designated individuals and for those periods of time each year that would be directly associated with the protection of the watershed. 
ii. The purveyor shall develop and implement a WDOH-approved watershed control program. 
iii. The purveyor shall monitor, limit, and control all facilities and activities in the watershed affecting source quality to preclude degradation of the physical, chemical, microbiological (including viral and Cryptosporidium oocysts contamination), and radiological quality of the source. The purveyor shall demonstrate through ownership and/or written agreements acceptable to WDOH control of all human activities that may adversely impact source quality. 
iv. At a minimum, the purveyor ‘s watershed control program shall: AA) characterize the watershed hydrology and land ownership; BB) identify watershed characteristics and activities that may adversely affect source water quality; and CC) monitor the occurrence of activities that may adversely affect source water quality. 
3.3. Key Watershed Protection Responsibilities
The SPU Watershed Management Division (WMD) is jointly responsible for protecting raw water quality as well as managing all other natural and cultural resources in the City's two municipal watersheds. SPU is charged with maintaining the integrity of raw water supplies in the Cedar and Tolt systems and enforcing watershed protection as required by state and federal regulations. The management of the municipal watersheds include: 
i. Watershed Protection Program—provides security and protection services including surveillance, water quality monitoring, and compliance with drinking water regulations. 
ii. SPU Policy and Procedure, Securing SPU Facilities - charged with establishing procedures to ensure a safe and secure work environment for employees, contractors, customers, and visitors; ensure the provision of quality services to the public; and deter, detect, and respond to criminal and security threats at SPU, including acts of terrorism. 
iii. Unauthorized Access to SPU Facilities - Establish procedures to reasonably protect persons, corporate assets, equipment, and services from disruption and to protect the quality of water delivered to the public. To accomplish this objective, intrusions, trespassing on SPU property, and all criminal activity on or affecting SPU property must be evaluated, reported, investigated, prosecuted, or any combination thereof.  Direct stringent control of all human entrance to the watersheds is the primary strategic means of providing watershed protection to the City water supply system. 
iv. Watershed Enforcement - Watershed Protection staff are responsible for enforcing City ordinances, state laws, and other regulations governing the protection of the surface water supply facilities, including apprehension of violators and identifying and responding to conditions that may have the potential to adversely affect the quality of the raw water supply.  
v. Fire prevention and suppression – SPU maintains its own Wildland Fire Crew to provide initial response should a wildfire be started in, or adjacent to, any watershed area. 
vi. Aquatic Invasive Species - Several aquatic organisms currently create or have the potential to create nuisance conditions in Washington state waters, including the drinking water supplies for the City of Seattle. Once established in an aquatic system, infestations of these nuisance organisms can be difficult to control and impossible to eradicate, resulting in deleterious effects on water quality and water system operations. 

4. OBJECTIVES
The objective of this RFP is to select a contractor with the qualifications and experience to efficiently provide a PACS solution.  The ideal vendor/contractor will work with users in order to understand their business and needs; has a track record of success with similar projects with satisfied customers and can deliver the solution on time and within the budget proposed; shall communicate well to all levels of the project and executive teams and work closely with the project IT technical and non-IT team members. 
· The selected vendor shall be able to deliver, analyze, design, configure, test, train, and implement a CMS to adequately address documented requirements of the SPU-PACS.  
· The selected vendor solution shall enable better management and reporting of the key Watershed Protections activities listed above.  
· In addition, the new system is to provide a structured and intuitive means for staff to collect, manage, and publish an assembly of content components that are timely, accurate, consistent, and complete. The expectation is the new CMS system will be intelligent (i.e., structured, categorized, automatically discoverable, reusable, reconfigurable, and adaptable) with the aim to make Watershed Protection Section jobs easier, faster, better and cheaper.
4.1. [bookmark: _Toc259436621][bookmark: _Toc260757533]Technology Objectives: 
The City is open to the following solutions that meet the requirements identified in this RFP

1 For a Microsoft Dynamics Solution:  The City has determined that the Microsoft Dynamics CMS, already utilized by other City Departments, could meet the key requirements identified in this RFP.  The City is looking for a vendor to design and develop the solution identified in this RFP utilizing the Microsoft Dynamics platform.  
2 Alternate Vendor Solution:  The City is also open to a proposed solution utilizing a different CMS structure that can meet or exceed expectations identified in this RFP.  
If the City cannot provide IT support for the proposed vendor solution, then the City may require ongoing vendor support that will need to be defined by vendor in their response to this RFP.  For the purposes of your proposal, please include the basic level of annual support and maintenance.  
Although the purpose of this RFP is to focus on the requirements of the SPU-PACS, SPU may choose to leverage the same solution for other departmental needs. The City is interested in learning about functionality that may be available as natural extensions to the Solution.  Any additional modules/options/functionality identified should be able to fully integrate as part of the suite and fit seamlessly with the Solution.  Vendor should include high-level functionality and pricing information in the Pricing Response.  While these additional modules/options/functionality will not be evaluated and scored, the City reserves the right to purchase these additions at any time during the duration of the contract.
5. MINIMUM QUALIFICATIONS 	
The following are minimum qualifications and licensing requirements that the Vendor must meet to be eligible to submit an RFP response.  Using the template in Section 13, please validate compliance with the minimum qualifications listed below. Responses must clearly show compliance to these minimum qualifications. Those that are not clearly responsive to these minimum qualifications shall be rejected by the City without further consideration: 

1 Vendor has a minimum of three (3) years continuous experience implementing and supporting Content Management software solutions.
2 Vendor has successfully deployed a minimum of one (1) project and supported the software for minimum of one year, with an agency of similar size and complexity to the City of Seattle.
3 Proposed project manager has managed at least one (1) software implementation project of similar scope and complexity within the last five (5) years.
4 Proposer is the Software Manufacturer or a Certified/Authorized Reseller of the proposed software/system.  The Proposer, if other than the manufacturer, shall submit with the proposal a current, dated, and signed authorization from the manufacturer that the Proposer is an authorized distributor, dealer or service representative and is authorized to sell the manufacturer's products.  Failure to comply with this requirement may result in bid rejection.  This includes the certification to license the product and offer in-house service, maintenance, technical training assistance, and warranty services, including sale of available spare parts and replacement units if applicable.
6. MANDATORY TECHNICAL REQUIREMENTS
[bookmark: _Hlk1334568]The following are mandatory technical requirements the vendor must meet for the proposal to remain eligible for consideration. You must clearly show that your product or service meets these mandatory technical requirements, or your proposal will be rejected as non-responsive. Using the template in Section 13, please validate compliance with the requirements listed below. Compliance may be determined this document alone so it is important that the submittal is sufficiently detailed to clearly show how you meet the mandatory technical requirements. Those that are not clearly responsive to these mandatory technical requirements shall be rejected by the City without further consideration:
1 System enables users to collect data, manage data and publish data.
2 System functionality is available in both connected and disconnected modes.
3 System manages issuance of inventory.
4 System protects Personal Identifiable Information (PII).
7. PROJECT SCOPE
7.1. Project Time Line	
The expectation of the City is that the deployment of the solution will occur and be operational as soon as possible.  This preliminary project schedule may be adjusted at the discretion of the City.  This schedule is based on an expectation that the delivery of the full solution be provided by July 1, 2020 to enable the key business objectives identified to be met.

7.2. Project Planning	 
Vendor must provide an estimated project plan/schedule against the preliminary project schedule with any risks identified.  The schedule should identify time to perform the required implementation services, testing, training, acceptance cycles, and include a project milestone payment schedule.  Implementation services are to include evaluation of requirements, process analysis, and identification of “best practices” for the Solution.  
Based on the evaluation of all requirements, the solution shall automate business processes where appropriate, in accordance with industry best practices and department/external operator operational methods and policies. During implementation, the vendor shall assist in identifying change management requirements for the solution and will assist in updating the key business process flow diagrams to match the implemented solution.  A final implementation diagram (including the environment) shall be delivered to the City as part of the final acceptance process.
Due to the nature and timeline of this project, vendor must provide highly skilled and knowledgeable project team members who are capable of driving the implementation and delivery of the solution, providing highest quality work as quickly as possible. Please list all the proposed project team members with their history and background (include their resumes/CVs) in the Management Response document. 
Vendor must provide an outline for how the vendor will deliver the following services:
1 Technical project management and coordination
2 Solution installation, set-up, and deployment
3 Business process improvement
4 Configuration of business rules
5 Functional and technical interface requirements definition
6 System Testing, UAT of the integrations and all workflows configured from start to finish
7 Support for production deployment, including planning and dry-run
8 Report design specifications and development
9 Comprehensive technical and administrative documentation, including Solution architecture design document
10 Implementation processes and diagrams
11 Comprehensive and scalable training for all end users 
12 Ongoing support after implementation for any customizations and how-to questions
13 Change Management

7.3.   Project Management
Vendor shall provide a Project Manager (PM) for the duration of the project.  The vendor PM shall participate in planning meetings, weekly status meetings, conference calls, and email communications with the City project team to coordinate project and professional service activities throughout all phases of the project. The vendor PM, with assistance from the City project team, shall be responsible for the development of the following:
1 Project Management Plan 
2 Work Breakdown Structure
3 Approach
4 Implementation plan
5 Fit-Gap analysis
6 Roles/responsibilities of project team
7 Project schedule (activities/duration/resources)
8 Tracking mechanism for risks, action, issue and decision items
9 Training plan
10 Test plan
11 Support plan
12 Logistics/cutover plan
13 Success criteria measurements

All issues that impact project cost, schedule, resources and/or business value should be escalated to the project team as soon as possible with the inclusion of resolution options.

7.4.   System Solution Delivery
The Proposed Solution will be used to develop an integrated content management system to meet business operational requirement for SPU-Watershed Protection.   

The Proposed Solution to include the following:
1 Software system and all required licensing and user licenses
2 Technical project management and coordination
3 Software system design, development, installation, set-up, and deployment
4 Content Management System as described in the BRD
5 Business Process Improvement and Organizational Change Management
6 Communications plan
7 To-be business process analysis and best practice guidance and documentation based on current identified processes
8 System configuration, configuration analysis, development of work flows, record types, business rules
9 Interface analysis and development with data mapping and conversion from one or more data sources to the proposed software solution
10 Reporting on design specifications and development
11 Technical and administrative training and comprehensive end-user training
11.1 Training/support documentation and materials development 
12 System test planning, coordination, and execution
12.1 Unit testing and validation
12.2 Usability test planning, coordination, and execution
12.3 Test case development and documentation 
12.4 User acceptance testing coordination and issue resolution
13 Comprehensive technical and administrative documentation
14 Solution architecture design document
15 Production go-live planning and dry run through use of staging and development structure
16 Post-implementation onsite support

7.5.   Training
In addition to the training requirements set forth in the Business Requirements Document, the vendor shall provide scalable training and documentation for end users and system administrators in the following areas:
1 Overview sessions of the application, including navigation, terms definitions and basic structure 
2 Technical training, which includes configuration, maintenance, etc., focused on staff users and system administrators
3 Training materials for all groups identified, for all solution modules/functionality, using both menu and train-the-trainer approach designed with input and guidance from the City’s staff with an expectation to deliver 8 hours of onsite training 
4 Strategy and documentation for initial and ongoing end user training
5 Documentation, which includes functional design documents, technical design documents, and all end user training materials 

7.6.   Support
In addition to the support requirements listed in the Technical and Functional Requirements document (see Section 13), vendor’s proposed Support Agreement must meet the following: 
0. Vendor will provide all necessary resources to support acceptance testing, troubleshooting, and implementation of the solution.
0. [bookmark: _Hlk536541394]Vendor will provide support for the solution based on severity level support structure listed below. 
0. If the Vendor solution requires the system to be located on their premise and maintained by them, they will be responsible to monitor and promptly report to the City all outages, including performance degradation.
0. Any non-scheduled or emergency maintenance that impacts the solution must be communicated to the City immediately.

8. BUSINESS REQUIREMENTS AND REFERENCE DOCUMENTATION
Below is the Business Requirements Document containing technical and functional requirements for this project. The mandatory response to the requirements document can be found in Section 13 of this RFP. Accompanying this document is the Annual Activity Levels Report referenced in the Performance requirements.  Note: You will need Adobe Reader to access these documents.   
 


	  
We have also included “To Be” process flow diagrams of key operations at the Watershed to provide additional insight for how the new system will be utilized.  


Below is the current state information product inventory utilized by Watershed Protection.  The vendor will be expected to take into account the existing form structure as part of proposed solutioning and to assist in potential demonstrations during final evaluation.  



9. MINIMUM LICENSING AND BUSINESS TAX REQUIREMENTS
This solicitation and resultant contract may require additional licensing as listed below. The vendor needs to 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.  


9.1. 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.  
2 A “physical nexus” means that 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.). 
3 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”.
4 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.  
5 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.  
6 Self-Filing You can pay your license and taxes on-line using a credit card  www.seattle.gov/self/. 
7 For Questions and Assistance, call the License and Tax Administration office which issues business licenses and enforces licensing requirements.  The general e-mail is tax@seattle.gov.  The main phone is 206-684-8484. 
8 The licensing website is www.seattle.gov/licenses. 
9 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 for your convenience.  
10 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.

An application for a Seattle Business License can be found at http://www.seattle.gov/business-licenses-and-taxes/business-licenses.    

9.2. Mandatory State Business Licensing and associated taxes
Before the contract is signed, you must provide the City with your State of Washington “Unified Business Identifier” (known as UBI #) and a Contractor License if required.  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 or economic 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.   


10. 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.
Contract workers shall not be given City office space unless expressly provided for below, and in no case shall such space be made available for more than 36 months without specific authorization from the City Project Manager.  
The City expects that at least some portion of the project will require the vendor workers to be on-site at City offices.  This benefits the City to assure access, communications, efficiency, and coordination.  Any vendor worker who is on-site remains, however, a vendor worker and not a City employee.  The vendor shall ensure no vendor worker is on-site at a City office for more than 36 months, without specific written authorization from the Project Manager.  The vendor shall notify the City Project Manager if any worker is within 90 days of a 36-month on-site placement in a City office.  
The City will not charge rent.  The Bidder is not asked to itemize this cost. Instead, the vendor should absorb and incorporate the expectation of such office space within the vendor plan for the work and costs as appropriate.  City workspace is exclusively for the project and not for any other vendor purpose.  The City Project Manager will decide if a City computer, software and/or telephone is needed, and the worker can use basic office equipment such as copy machines.  If the vendor worker does not occupy City workspace as expected, this does not change the contract costs.

11. BACKGROUND CHECKS
Background Checks and Immigrant Status
Background checks will be required for workers that will be performing the work under this contract.  The City has strict policies regarding the use of Background checks, criminal checks, immigrant status, and/or religious affiliation for contract workers.  The policies are incorporated into the contract and available for viewing on-line at: http://www.seattle.gov/city-purchasing-and-contracting/social-equity/background-checks 

12. INSTRUCTIONS TO PROPOSERS
12.1. Proposal Procedures and Process
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]Communications with the City
All Vendor communications concerning this acquisition shall be directed to the RFP Coordinator.  The RFP Coordinator is:
Presley Palmer, CPPB
206-233-7158
Presley.Palmer@Seattle.gov 

Unless authorized by the RFP Coordinator, no other City official or City employee is empowered to speak for the City with respect to 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 not contact the City RFP Coordinator or any other City employee except to respond to a request by the City RFP Coordinator.
[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 specifically approved by the RFP Coordinator in writing, may be grounds for rejection of the vendor’s proposal.
12.2.	Pre-Proposal Conference
The City shall conduct an optional pre-proposal conference on the time and date provided in page 1, at the Seattle Municipal Tower Bldg (SMT), Floor 41, Room 4110, Seattle.  Though the City will attempt to answer all questions raised during the pre-proposal conference, the City encourages Vendors to submit questions Vendors would like addressed both before and after the pre-proposal conference to the RFP Coordinator. Questions prior to the pre-proposal conference should be submitted no later than three (3) days in advance of the pre-proposal conference; this will allow the City to research and prepare helpful answers, and better enable the City to have appropriate City representatives in attendance.

Those unable to attend in person may participate via telephone or Skype as instructed below:

.........................................................................................................................................
[bookmark: OutSharedNoteBorder][bookmark: OutSharedNoteLink]Join Skype Meeting      
Trouble Joining? Try Skype Web App[footnoteRef:2] [2:  ] 

Join by phone

206-386-1200 
844-386-1200

Conference ID: 88123784
Find a local number 

*Note: Please send an email to Presley.Palmer@seattle.gov with the name of your organization and the names of those who will be calling in.

Proposers are not required to attend in order to be eligible to submit a proposal.  The purpose of the meeting is to answer 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 that were known as of this pre-proposal conference.

12.3 [bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404]Questions
Questions are to be submitted to the RFP Coordinator no later than the date and time on page 1, in order to allow sufficient time for the City RFP Coordinator to consider the question before the bids or proposals are due.  The City prefers such questions to be through e-mail directed to the City RFP Coordinator 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 that they received responses to Questions if any are issued.
12.4 [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 RFP Coordinator Addenda issued by the City shall become part of this RFP and included as part of the Contract. It is the responsibility of the interested Vendor to assure that they have received Addenda if any are issued.
12.5 [bookmark: _Toc524484961][bookmark: _Toc524754148][bookmark: _Ref525440624][bookmark: _Ref525440637][bookmark: _Toc526492393][bookmark: _Toc528557448][bookmark: _Toc529153508][bookmark: _Toc30899406] Bid Blog
The City Purchasing website offers a place to register for a Blog related to the solicitation.  The Blog will provide you automatic announcements and updates when new materials, addenda, or information is posted regarding the solicitation you are interested in.   http://www.seattle.gov/city-purchasing-and-contracting/city-purchasing
12.6 Receiving Addenda and/or Question and Answers 
The City will make efforts to provide courtesy notices, reminders, addendums and similar announcements directly to interested vendors. The City makes this available on the City website and offers an associated bid blog:  https://thebuyline.seattle.gov/.  Please submit questions using the Question Form below:



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 make it available 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 bids on their websites as well.  The City does not, however, guarantee that such services have accurately provided bidders with all the information published by the City, particularly Addendums or changes to bid date/time.

All Proposals sent to the City shall be considered compliant to all Addendums, with or without specific confirmation from the Proposer that the Addendum was received and incorporated.  However, the RFP Coordinator can reject the Bid if it does not reasonably appear to have incorporated the Addendum.  The RFP Coordinator could decide that the Bidder did incorporate the Addendum information, or could determine that the Bidder failed to incorporate the Addendum changes and that the changes were material so that the RFP Coordinator must reject the Offer, or the RFP Coordinator may determine that the Bidder failed to incorporate the Addendum changes but that the changes were not material and therefore the Bid may continue to be accepted by the RFP Coordinator.
12.7 Proposal Submittal Instructions
· Proposals must be received no later than the date and time specified on the Solicitation Schedule or as otherwise amended.  
· Alternative copies (i.e. Fax, e-mail, flash drive, etc.) will not be acceptable as alternatives to the hard copy. If an alternative version is delivered to the City, the hard copy will be the only official version accepted by the City.
12.8 Proposal Delivery Instructions
a) The Submittal may be hand-delivered or must otherwise be received by the RFP Coordinator at the address provided below, by the submittal deadline.  Please note that delivery errors will result without careful attention to the proper address.  

TABLE 2 –PROPOSAL DELIVERY ADDRESS

	Physical Address (courier)
	Mailing Address (For U.S. Postal Service mail)

	City Purchasing and Contracting Services Div.
Seattle Municipal Tower
700 Fifth Ave Ste 4112
Seattle, WA 98104-5042
Attention: Presley Palmer
Re:  Content Management System (CMS) – RFP SPU_4746 
	City Purchasing and Contracting Services Div.
Seattle Municipal Tower
P.O. Box 94687
Seattle, WA 98124-4687
Attention: Presley Palmer
Re:  Content Management System (CMS) – RFP SPU_4746




b) Hard-copy responses should be in a sealed box or envelope clearly marked and addressed with the PCSD RFP Coordinator Name, RFP title and number.  Submittals and their packaging (boxes or envelopes) should be clearly marked with the name and address of the Proposer.

c) If packages are not clearly marked, the Proposer has all risks of the package being misplaced and not properly delivered. 

Late Submittals: 
The submitter has full responsibility to ensure the response arrives at City Purchasing within the deadline. A submittal after the time fixed for receipt will not be accepted unless the lateness is waived by the City as immaterial based upon a specific fact-based review.  Responses arriving after the deadline may be returned unopened to the Vendor, or the City may accept the package and make a determination as to lateness. 

12.9                No Reading of Prices
The City of Seattle does not conduct a bid opening for RFP responses. The City requests that companies refrain from requesting proposal information concerning other respondents until an intention to award is announced, as a measure to best protect the solicitation process, particularly in the event of a cancellation or resolicitation.  With this preference stated, the City shall continue to properly fulfill all public disclosure requests for such information, as required by State Law.
12.10 Offer and Proposal Form
Proposer shall provide the response in the format required herein and, on any forms, provided by the City.  Provide unit prices if appropriate and requested by the City, and attach 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.  

12.11 No Best and Final Offer
The City reserves the right to make an award without further discussion of the responses submitted; i.e. there will be no best and final offer procedure associated with selecting the Apparently Successful Vendor.  Therefore, Vendor’s Response should be submitted on the most favorable terms that Vendor can offer.
12.12 Contract Terms and Conditions
The contract that has been adopted for the City Technology projects is attached and embedded on the last page of this RFP Solicitation. Proposers are responsible to review all specifications, requirements, Terms and Conditions, insurance requirements, and other requirements herein. To be responsive, Vendors must be prepared to enter into a Contract substantially the same as the attached Contract.  The Vendor’s failure to execute a Contract substantially the same as the attached Contract may result in disqualification for future solicitations for this same or similar products/services. 

Submittal of a proposal is agreement to this condition.  Vendors are to price and submit proposals to reflect all the specifications, requirements, in this RFP and terms and conditions substantially the same as those included in this RFP.

Any specific areas of dispute with the attached Contract must be identified in Vendor’s Response and may, at the sole discretion of the City, be grounds for disqualification from further consideration in award of a contract.

Under no circumstances shall a Vendor submit its own standard contract terms and conditions as a response to this solicitation. Instead, Vendor must review and identify the language in the City’s attached Contract that Vendor finds problematic, state the issue, and propose the language or contract modifications Vendor is requesting.  Vendor should keep in mind, when requesting such modifications, that the City is not obligated to accept the requested areas of dispute.

The City may, for informational purposes. request Vendor to submit its licensing and maintenance agreement with Vendor’s response.  However, this should not be construed as the City’s willingness to sign a licensing or maintenance agreement supplied by the Vendor. If the vendor requires the City to consider otherwise, the Vendor is also to supply this as a requested exception to the Contract and it will be considered in the same manner as other exceptions.  

The City may consider and may choose to accept some, none, or all contract modifications that the Vendor has submitted with the Vendor’s proposal.  

Nothing herein prohibits the City, at its sole option, from introducing or modifying contract terms and conditions and negotiating with the highest ranked apparent successful Proposer to align the proposal to City needs, within the objectives of the RFP.   The City has significant and  critical time frames which frame this initiative, therefore, should such negotiations with the highest ranked, apparent successful Proposer fail to reach agreement in a timely manner as deemed by the City, the City, at its sole discretion, retains the option to terminate negotiations and continue to  the next-highest ranked proposal.

12.13 Prohibition on Advance Payments
No request for early payment, down payment or partial payment will be honored except for products or services already received.  Maintenance subscriptions may be paid 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.

12.14 Partial and Multiple Awards
Unless stated to the contrary in the Statement 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.  Further, the City may eliminate an individual line item when calculating award, in order to best meet the needs of the City, if a particular line item is not routinely available or is a cost that exceeds the City funds. 	

12.15 Prime Contractor
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.  

12.16 [bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]Seattle Business Tax Revenue Consideration
SMC 20.60.106 (H) authorizes that in determining the lowest and best bid, the City shall consider the tax revenues derived by the City from its business and occupation, utility, sales and use taxes from the proposed purchase.   The City of Seattle’s Business and Occupation Tax rate varies according to business classification.  Typically, the rate for services such as consulting and professional services is .00415% and for retail or wholesale sales and associated services, the rate is .00215%.  Only vendors that have a City of Seattle Business License and have an annual gross taxable Seattle income of $100,000 or greater are required to pay Business and Occupation Tax.  The City will apply SMC 20.60.106(H) and calculate as necessary to determine the lowest bid price proposal.
12.17 Taxes
	The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). Washington state and local sales tax will be an added line item although not considered in cost evaluations.
12.18 Inter-local Purchasing Agreements
This is for information and consent only and shall not be used for evaluation.  The City has entered into Interlocal Purchasing Agreements with other governmental agencies, pursuant to RCW 39.34.  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.
12.19 Equal Benefits
Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether bidders 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.

12.20 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.

12.21 Paid Sick Time and Safe Time Ordinance
Be aware that the City has a Paid Sick Time and Safe Time ordinance that requires companies to provide employees who work more than 240 hours within a year inside Seattle, with accrued paid sick and paid safe time for use when an employee or a family member needs time off from work due to illness or a critical safety issue. The ordinance applies to employers, regardless of where they are located, with more than four full-time equivalent employees.  This is in addition and additive to benefits a worker receives under prevailing wages per WAC 296-127-014(4). City contract specialists may audit payroll records or interview workers as needed to ensure compliance to the ordinance. Please see http://www.sattle.gov/laborstandards, or may call the Office of Labor Standards at 206.684.4500 with questions.
12.22 Insurance Requirements
[bookmark: _Toc524484967][bookmark: _Toc524754154][bookmark: _Toc526492399][bookmark: _Toc528557454][bookmark: _Toc529153514][bookmark: _Toc30899412] Insurance requirements presented in the Contract shall prevail.  If formal proof of insurance is required to be submitted to the City before execution of the Contract, the City will remind the apparent successful proposer 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, in the event that the Vendor is selected as a finalist.  Proposers may elect to provide the requested insurance documents within their Proposal.
12.23 [bookmark: _Toc524484968][bookmark: _Toc524754155][bookmark: _Toc526492400][bookmark: _Toc528557455][bookmark: _Toc529153515][bookmark: _Toc30899413]Effective Dates of Offer
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 RFP Coordinator prior to the proposal due date.
12.24 [bookmark: _Toc521141126][bookmark: _Toc524484973][bookmark: _Toc524754160][bookmark: _Toc526492402][bookmark: _Toc528557457][bookmark: _Toc529153517][bookmark: _Toc30899415]Proprietary Materials
[bookmark: _Toc521141127][bookmark: _Toc524484974][bookmark: _Toc524754161][bookmark: _Toc526492403][bookmark: _Toc528557458][bookmark: _Toc529153518][bookmark: _Toc30899416]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 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 Form as part of Vendor Questionnaire), very clearly and specifically identify each record and the exemption(s) that may apply, and submit a copy of your records with the specified exemptions redacted. (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 file a request using the City of Seattle’s Public Records Request Center at http://www.seattle.gov/public-records/public-records-request-center. 
12.25 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.
12.26 [bookmark: _Toc521141125][bookmark: _Toc524484972][bookmark: _Toc524754159][bookmark: _Toc85261716][bookmark: _Toc521141129][bookmark: _Toc524484976][bookmark: _Toc524754163][bookmark: _Toc526492405][bookmark: _Toc528557460][bookmark: _Toc529153520][bookmark: _Toc30899418]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.
12.27 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 Vendors as set forth in the Washington Revised Statutes.  
12.28 Changes in Proposals
Prior to the Proposal submittal closing date and time established for this RFP, a Proposer may make changes to its Proposal provided the change is initialed and dated by the Proposer.  No change to a Proposal shall be made after the Proposal closing date and time. 

12.29 Proposer Responsibility to Provide Full Response
It is the Proposer’s responsibility to provide a full and complete written response, which does not require interpretation or clarification by the RFP Coordinator.  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 as needed by the City. 
12.30 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.
12.31 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.
12.32 [bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420]Rejection of Proposals, Right to Cancel
The City reserves the right to reject any or all proposals at any time with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
12.33 [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, shall be binding and incorporated by reference in the City’s contract with the Proposer.
12.34 Non-Endorsement and Publicity
In selecting a Vendor to supply to the City, the City is not endorsing the Vendors products and services or suggesting that they are the best or only solution to the City’s needs.  Vendor agrees to make no references to the City or the Department making the purchase, in any literature, promotional materials, brochures, news releases, sales presentation or the like, regardless of method of distribution, without prior review and express written consent of the City RFP Coordinator.

The City may use Vendor’s name and logo in promotion of the Contract and other publicity matters relating to the Contract, without royalty.  Any such use of Vendor’s logo shall inure to the benefit of Vendor. 
12.35 [bookmark: _Toc521141134][bookmark: _Toc524484981][bookmark: _Toc524754168][bookmark: _Toc526492410][bookmark: _Toc528557465][bookmark: _Toc529153525][bookmark: _Toc30899423]Proposal Disposition
All material submitted in response to this RFP shall become the property of the City upon delivery to the RFP Coordinator.
12.36	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 tickets to a City employee that was on the evaluation team of a bid you plan to submit. The definition of what a “benefit” would be is very 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 of value 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 to be aware and familiar with the Ethics Code, and educate 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 more than 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.

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

12.36 Registration into City Online Business Directory
If you have not previously completed a one-time registration into the City Online Business Directory, we request you register at: http://www.seattle.gov/html/obd.  The City Online Business Directory is used by City staff to locate your contract(s) and identify companies for bid lists on future purchases.  Bids are not rejected for failure to register, however, if you are awarded a contract and have not registered, you will be required to register, 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.  

12.38	Prohibited Contacts
Proposers shall not interfere in any way to discourage other potential and/or prospective Proposers from proposing or considering a proposal process.  Prohibited contacts includes but is not limited to any contact, whether direct or indirect (i.e. in writing, by phone, email or other, and by the Proposer or another person acting on behalf of the Proposer) to a likely firm or individual that may discourage or limit competition.  If such activity is evidenced to the satisfaction and in sole discretion of the City Purchasing Manager, the Proposer that initiates such contacts may be rejected from the process. 
		
13. [bookmark: scheduleofevents][bookmark: _Toc524484969][bookmark: _Toc524754156][bookmark: _Toc526492401][bookmark: _Toc528557456][bookmark: _Toc529153516][bookmark: _Toc30899414][bookmark: _Toc521141123][bookmark: _Toc524484970][bookmark: _Toc524754157]PROPOSAL FORMAT AND ORGANIZATION 

General Instructions:  
1. Number all pages sequentially.  The format should follow closely that requested in this RFP
1. The City requires the following when responding to the RFP:

· One (1) original complete with ALL required documents plus One (1) Electronic (flash drive)
· Seven (7) copies and One (1) Electronic (flash drive) that include the following documents:
· Minimum Qualifications, Mandatory 
· Technical Requirements, 
· Management Response, 
· Functional & Technical Specifications, 
· Security & Architecture. 
· Please do not include Pricing
· One (1) copy of pricing in separate envelope (clearly marked)
· One (1) flash drive containing a redacted copy of complete proposal if you believe your proposal contains records that are exempt under the State of Washington’s Public Records Act.
1. All pricing is to be in United States dollars.
1. If the City has designated page limits for certain sections of the response.  Any pages that exceed the page limit will be excised from the document for purposes of evaluation.
1. Please double-side your submittal
1. The City will consider supplemental brochures and materials. Proposers are invited to attach any brochures or materials that will assist the City in evaluation. The City would prefer electronic version if these supplemental brochures and materials.


Preferred Paper and Binding
The City requests a particular submittal format, to reduce paper, encourage our recycled product expectations, and reduce package bulk.  Bulk from binders and large packages are unwanted. Vinyl plastic products are unwanted. The City also has an environmentally-preferable purchasing commitment and seeks a package format to support the green expectations and initiatives of the City. 

a) The City seeks and prefers submittals on 100% PCF paper, consistent with City policy and City environmental practices. Such paper is available from Keeney’s Office Supply at 877.743.7252 or Complete Office Solutions at (206) 628-0059. 

b) 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 also available from Keeney’s Office Supply or Complete Office Solutions. 

Proposal Format
Submit your proposal in the following format and attachments as follows:

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. Complete this document fully.  It will be used as one of our key scoring documents for vendor selection.




Inclusion Plan: This response is mandatory. The City finds that this solicitation has the opportunity for significant subcontracting with woman and minority-owned firms, and/or diverse employment.  Complete this document fully.  It will be used as one of our key scoring documents for vendor selection. 




Minimum Qualifications: This response is mandatory. The determination that you have achieved the minimum qualifications may be made from this page alone; the RFP Coordinator is not obligated to check references or search other materials to make this decision.   Complete this document fully.  It will be used as one of our key scoring documents for vendor selection.



Mandatory Technical/Functional Requirements: This response is mandatory.  Vendor must meet all the mandatory technical requirements the for the proposal to remain eligible for consideration. Compliance may be determined from this document alone, so it is important that the submittal is sufficiently detailed to clearly show how you meet the mandatory technical requirements. Those that are not clearly responsive to these mandatory technical requirements shall be found non-responsive and eliminated without further consideration.


Seller Certification, if applicable:  Attach proof of your reseller certification.









Management Response:  This response is mandatory.  Complete this document fully.  It will be used as one of our key scoring documents for vendor selection.

[bookmark: _MON_1610256335]       
Technical and Functional Response:  This response is mandatory and will be used as one of our key scoring documents for vendor selection.  Vendor must provide answers to each requirement and fill in dropdowns for Software Ability and Solution Development Competency as well as provide a description for how your solution will resolve the requirement or why your solution will not meet requirement.  The enclosed document has two columns (E and F) that have dropdown menus.  To access the dropdown, look for an arrow on lower right side of the requirement cell and select the appropriate response.


[bookmark: _MON_1610870216]            

Pricing Response:  This response is mandatory. Fully complete this document.  It will be used as one of our key scoring documents for vendor selection. 
[bookmark: _1302940097][bookmark: _1302940865]

[bookmark: _MON_1611049897]      

Security and Architecture Response:  This response is mandatory.  This response is not scored.




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.

If vendor desires exceptions to the City Contract, attach the City Contract that shows the alternative contract language (print out a version with your suggested new language clearly displayed in a track changes mode). You must provide the alternative language, and not simply list an exception you wish to discuss. You may attach a narrative of why each change is to the benefit of the City and any financial impact.  Also attach any licensing or maintenance agreement supplements. 

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. 


TABLE 3 – SUBMITTAL CHECKLIST
Each complete proposal submittal to the City must contain the following:
	Cover Letter
	Optional
	

	Legal Name
	Optional
	

	Vendor Questionnaire
	Mandatory
	

	Minimum Qualification 
	Mandatory
	

	Mandatory Technical Requirements 
	Mandatory
	

	Reseller Certification, if applicable
	Mandatory
	

	Management Response
	Mandatory
	

	Technical and Functional Response
	Mandatory
	

	Pricing Response (Separate Envelope)
	Mandatory
	

	Inclusion Plan
	Mandatory
	

	Security and Architecture Response
	Mandatory
	

	City Contract Acceptance & Exceptions
	Optional
	



[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]
14. [bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498]EVALUATION PROCESS 
The evaluation shall be conducted in a multi-tiered approach.  Proposals must pass through each step to proceed forward to the next step.  Those found to be outside the competitive range, in the opinion of the evaluation team, will not continue forward to the next evaluation round.  

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, Minimum Qualifications, Mandatory Technical Requirements, and Security and Architecture Response 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 3 - Competitive Screen:  The City will review all proposals from the previous Rounds, based on a limited set of criteria to determine competitiveness in Pricing, Technical Specifications, Management Response. Those that are not at least within a competitive range for any single element (Pricing, Technical Specifications, or Management Proposal) or that have significant gaps may be eliminated without further clarification.

Round 4 – Management, Technical, Pricing & Inclusion Plan Scoring: 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.   

TABLE 4 – ROUND 4 SCORING
      
	Criteria
	Maximum Points

	Management Response
	200 

	Technical and Functional Response 
	500 

	Pricing Response
	200 

	Inclusion Plan (WMBE)
	100 

	Grand Total
	1,000 



Round 5 Demonstrations/Interviews: The City, at its sole option, may require that vendors who remain active and competitive provide a product demonstration in Seattle. 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 RFP Coordinator a list of names and company affiliations who will be performing the demonstration. Vendors invited are 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 RFP Coordinator.
The points for this round will stand alone, as points from previous rounds will not be carried over.

	
	Total Possible Points

	Demonstrations/Interviews
	500



Round 6 Top Ranked Finalist (Site Visit and Reference Checks)
Site Visit:  At the City’s option, City staff may travel to the location of the highest ranked vendor for an on-site visit and/or to visit identified user site(s) to evaluate real-world use of one or more of the finalist vendor’s respective solution(s), performance and customer service. The City may elect to visit all top ranked candidates for a site visit, or only those as needed to obtain additional understanding of the vendor proposal.  Such site visits will be used as a reference, on a pass/fail basis. Transportation costs for City staff shall be at the City cost; the City will not reimburse the vendor for any vendor costs associated with such visits. Please do not include cost associated in this Round 6 as part of your proposal.
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 7 Fit and Gap
[bookmark: _Hlk1982795]At the City’s option, the top finalist may be asked by the City to in a fit and gap process, to evaluate their product with City requirements. Finalist(s) will have access to City data, forms, business processes documentation and additional detail of the City specifications.  At the City’s option, the vendor(s) may be required to submit a revised proposal to address gaps. Vendors that participate in this step shall be reimbursed travel and per diem expenses for a team that has been approved in advance by the City. Please do not include cost associated in this Round 7 as part of your proposal.
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 requirements.
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.  


15. AWARD AND CONTRACT EXECUTION INSTRUCTIONS
The City RFP Coordinator intends to provide written notice of the intention to award in a timely manner and to all vendors responding to the Solicitation.  Please note, however, that there are time limits on protests to bid results, and vendors have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.   

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 as necessary from the City.

[bookmark: _Toc79482493][bookmark: _Toc85261728]Limited Debriefs to Proposers
[bookmark: _Hlk478982068]The City issues results and award decisions to all proposers.  The City provides debriefing on a limited basis for the purpose of allowing bidders to understand how they may improve in future bidding opportunities.

Instructions to the Apparently Successful Vendor(s)
The Apparently Successful vendor(s) will receive an Intention 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 requested exceptions per the instructions (Section 6), the City will review and select those the City is willing to accept.  There will be no discussion on exceptions.  

After the City reviews Exceptions, the City may identify proposal elements that require further discussion in order 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 no more than 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 result in Proposer disqualification for future solicitations for this same or similar 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.
· Ensure Seattle Business License is current and all taxes due have been paid.
· Ensure the company has a current State of Washington Business License.
· Supply Evidence of Insurance to the City Insurance Broker if applicable
· Special Licenses (if any)
· Proof of certified reseller status (if applicable)
· Contract Bond (if applicable)
· Supply a Taxpayer Identification Number and W-9 Form 

Taxpayer Identification Number and W-9
Unless the apparently successful vendor has already submitted a fully executed Taxpayer Identification Number and Certification Request Form (W-9) to the City, the apparently successful 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.  To open, simply double click on Icon.  

[bookmark: businesscase][bookmark: taxpayeridandw9formappendix]

Attachment #1 Insurance Requirements






Attachment #2:  Contract & Terms and Conditions 
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1. EXECUTIVE SUMMARY 


Mandate 
The Watershed Protection Section, Watershed Management Division, Seattle Public Utilities is 
mandated to protect and control access to the Cedar River Municipal Watershed in compliance with a 
Washington Department of Health approved watershed control program under part 6 of chapter 246-
290 Washington Administrative Code (WAC). SPU must demonstrate meeting criteria to remain 
unfiltered as specified in WAC 246-290-690 Limited Alternative to Filtration (LAF). The South Fork Tolt 
Municipal Watershed, while not mandated under the LAF, is managed under the same protection as the 
Cedar River Watershed.  


The Watershed Protection Section executes a suite of business processes to control human use, prevent 
trespass, surveil remote watersheds, prevent wildland fires, respond to incidents, conduct search and 
rescue activities, respond to hazardous material spills, collect weather and asset data, and inspect and 
decontaminate equipment for aquatic invasive species. 


Problem 
The Watershed Protection Section staff labor through over 50 technology systems and business 
processes to complete their daily work. Mission-critical systems and processes cobbled together over 
years are broken, inefficient, unsupported, or at risk of catastrophic failure. If these systems fail, Seattle 
Public Utilities may no longer comply with criteria to remain unfiltered, business processes could be 
wasteful, and customers may be disserved. 


Challenge 
The requirements captured in this document define a system that supports the Watershed Protection 
Section target state business processes documented in ‘Section 6 – Appendices’. The system must be 
structured and intuitive for staff to collect, manage, and publish an assembly of content components 
that is timely, accurate, consistent, and complete. The elements must be intelligent (i.e., structured, 
categorized, automatically discoverable, reusable, reconfigurable, and adaptable). The technology 
system and business process improvements aim to make Watershed Protection Section jobs easier, 
faster, better and cheaper.  


Approval of this document by the individuals identified in ‘Section 5 – Approvals’ moves the project into 
evaluation by Enterprise Architecture and initiates the Stage Gate 2 Options Analysis activities. 
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2. RELATED PROJECT DOCUMENTS 


The table below includes requirements and related information documented in locations outside of this 
document: 


 


3. BUSINESS REQUIREMENTS 


Definitions for each category of business requirements are provided below in Table 2. Additional 
requirements may be included in project documents identified in ‘Section 2 – Related Project 
Documents’. 


Source Description 


SPU Stage Gate 1 Rationale and approvals for funding and initiating Options Analysis 


Project Charter 
High-level project requirements and some stakeholder requirements (further 
defined in this document) 


Project Management 
Plan 


High-level project requirements and some stakeholder requirements (further 
defined in this document) 


User Stories Description of system features 


As is Process Flows Process flows depicting select current state business processes 


To be Process Flows Conceptual flows for how processes may be accomplished in future system 


Technology Proposal Proposal to secure resources for a new project 


Annual Activity Data Report detailing annual occurrences of business processes 


Form Inventory Depiction of data contained in current state forms 


Table 2: Business Requirement Categories 


Category / Short 
Code 


Category Definition 
Included 


Y/N 
If N: Rationale 


If N: 
Approved By 


3.1 Functionality 
(F) 


Requirements for the actions 
users can accomplish within 
the application (e.g. reports) 


Y   


3.2 Performance 
(P) 


Requirements for scalability 
based on quantity of users 
and data 


Y   


3.3 System 
Relationships (SR) 


Requirements defining flow 
of information between 
other data sources and the 
solution (does not include 
field mapping) 


Y   


3.4 Data (D) 


Requirements identifying 
what information must 
transition from legacy to new 
system (e.g. migration, 
conversion, etc.) 


Y   
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3.1 FUNCTIONALITY 


Requirements for the actions users can accomplish within the application. 


3.5 User 
Experience (UX) 


Requirements for the user 
interface including display 
and usability 


Y   


3.6 Transition 
(TXN) 


Requirements for conditions 
to facilitate transition from 
the current state to future 
state, but which are not 
needed once the change is 
complete 


Y   


ReqID Requirement Title Requirement Description Priority 


F0001 Data Collection 


System allows user to collect data 
required to publish all information 
products listed in ‘Section 5.3 – Target 
State Information Product Inventory’  


Critical 


F0002 Data Publication 


System allows user to publish all 
information products defined in ‘Section 
5.3 – Target State Information Product 
Inventory’ 


Critical 


F0003 Proof of Inspection 


System provides functionality to 
generate and print a tag proving a piece 
of equipment has passed an AIS 
Inspection 


Critical 


F0004 Analytics 
System allows analytics and statistics on 
content component elements and 
system activity 


High 


F0005 
Review & Approval 


Workflow 


System provides review and approval 
workflow for designated information 
products 


Critical 


F0006 
Disconnected Data 


Viewing 


System provides the ability to view all 
data when disconnected from the 
network 


Critical 


F0007 
Disconnected Data 


Collection 
System allows for disconnected data 
collection 


Critical 


F0008 Data Sync 
System will sync data from mobile 
devices when connected via Wi-Fi or 
hard wire 


Critical 


F0009 Trend Analysis 


System to provide functionality to create 
graphical representations of content 
component elements and system 
activity statistics  


Med 
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F0010 Daily Activity Reporting 


System enables creation of reports 
based on business process, component 
elements, and system activity statistics 
(e.g., by business process, by date, by 
user, by asset, by location)  


Critical 


F0011 Email Publication 
System allows publication forms to be 
emailed as needed  


High 


F0012 Save As 
System enables users to save to multiple 
formats (e.g., Office 365, .pdf, .txt) 


Med 


F0013 Print 
System enables users to print 
information products from mobile, 
laptop, and desktop platforms 


High 


F0014 Notification 


System notifies supervisor anytime a 
designated business process occurs (e.g. 
staff member initiates an emergency 
response) 


High 


F0015 Attachments 
System shall support attaching photos, 
videos, maps, or other files during data 
collection 


High 


F0016 Drag & Drop 
System allows items to be attached via 
drag and drop 


Med 


F0017 Permissions 
System shall support applying 
permissions to users to control what 
each can view and edit 


Critical 


F0018 E-Signature System is compatible with e-signatures High 


F0019 Search 
System enables users to search on any 
content component element  


High 


F0020 Mobile Printing 


System enables users to print permit 
and non-permit citations and recreation 
violations from a mobile device 
disconnected from the network 


High 


F0021 
Define and Format 


Templates 


System will enable defining and 
formatting templates for data collection 
and publication forms including ability to 
add logos to meet city or external 
agency standards  


High 


F0022 Interrupted Workflow 
System will support an interrupted 
workflow – user will be able to pick up 
where (s)he left off 


High 


F0023 Autosave Edits will be autosaved Med 


F0024 Notifications 
System generates mass communications 
to be sent to permit holders and/or staff 
(e.g. “Watershed closed for weather”) 


Med 


F0025 
Access Device Issuance & 


Return 
System tracks issuance and return of 
access devices  


Critical 
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3.2 PERFORMANCE 


Requirements for scalability and the service level expected from the system based on quantity of users 
and data being transferred. 


F0026 Lost Access Device 
If an access device is not returned by 
date of designated return all user access 
rights will be suspended until resolved 


Med 


F0027 Task Creation 
System supports creation of work tasks 
(role dependent) 


Med 


F0028 Task Assignment 
System supports assigning work tasks to 
staff members 


Med 


F0029 Task Completion 
System supports staff members marking 
a work task as complete 


Med 


F0030 Automated Notification 
System sends an automated notification 
to supervisor when a user marks a work 
task as complete 


Med 


F0031 Spell check 
Data collection forms will have spell 
check functionality 


High 


F0032 Smart search 
Search functionality shall recognize 
when a user has misspelled a word and 
return results for the correct spelling 


Med 


F0033 Intelligent word choice 
System will present contextual and 
frequently used word choice while 
authoring content 


Med 


F0034 System Errors 
System maintains a log of system errors 
and system exceptions 


High 


F0035 Automated Workflow 
System automates workflow between 
information products for specified 
business processes 


High 


F0036 Auto Data Collection 


System shall make use of current 
technologies to populate data collection 
forms and eliminate manual data entry 
(e.g., driver’s license scanning) 


High 


F0037 
Non-city Employee 


Interaction 


Non-city employees will provide 
agreement to policies using an 
electronic signature or driver’s license 
scan 


High 


ReqID Requirement Title Requirement Description Priority 


P0001 Concurrent Users 
System must not experience performance 
degradation with less than 25 concurrent 
users 


Critical 


P0002 Disconnected Searches 
Searches for content while disconnected 
from the network must return results 
within 5 seconds 


High 
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3.2.1 HARDWARE 


 


3.3 SYSTEM RELATIONSHIPS 


Requirements defining flow of information between other data sources and the solution (does not 
include field mapping – field mapping would be included in a Functional Specifications Document). 


P0003 System Launch 
System must launch in less than 10 
seconds 


High 


P0004 System availability System is up and running 24/7/365 Critical 


P0005 Uptime 
System must be available ~99.7% (i.e. < 24 
hours down time annually for maintenance 
and service repair) 


High 


P0006 Usage Analytics 
System provides detailed analytics on 
levels of usage and performance within 
the tool 


Med 


P0007 Data Quantity 


System to support the level of activity 
shown in the Annual Report (found in 
section 8 of the RFP) as well as expected 
growth 


High 


ReqID Requirement Title Requirement Description Priority 


H0001 Devices 


Touch friendly hardware (tablets) for 
Watershed Protection to use after 
implementation will be provided with 
solution 


Critical 


H0002 Mobile Friendly 
System must function on all mobile devices 
(e.g. IOS, Android, and Windows) – touch 
friendly 


Critical 


H0003 Responsive 
System interface is responsive to change in 
screen size and hardware (e.g., iPhone, 
iPad, MS Surface Hub) 


High 


H0004 Citation Hardware 


Hardware for printing citations is separate 
from the software solution but is to be 
included in overall scope (similar to mobile 
ticketing devices used by Seattle Police 
Dept) 


Critical 


ReqID Requirement Title Requirement Description Priority 


SI0001 External Interfaces 


System interfaces with Active Directory. 
Can also interface with other City systems 
such as AMAG, Videx, Keystone, Maximo, 
Fleets, PeopleSoft/Summit, WiseTrack and 
other systems as needed 


High 


SI0002 User data 
System shall make use of active directory 
profiles and populate user identification 


High 
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3.4 DATA  


Requirements identifying what information must transition from legacy to new system (e.g. migration, 
conversion, etc.) and/or related to transitioning data. 


(name, phone, email, etc.) fields 
automatically 


ReqID Requirement Title Requirement Description Priority 


D0001 Permit Information 


System provides the ability for 
users to view access permits and 
know the approved vehicle and 
allowed driver and passengers 


Critical 


D0002 Permit Data Elements 


Certain data elements (e.g., End 
Date) on an access permit must 
remain editable after issuance of 
the permit (identity dependent) 


High 


D0003 Historical Data 


Historical data from existing 
systems and processes must be 
imported in a one-time data 
dump to consolidate all data 


High 


D0004 Prepopulate 


System shall pre-populate 
date/time and User ID fields 
while leaving the ability to 
override 


Med 


D0005 Content Labeling 


System will generate something 
like a barcode or QR code for 
Permit and AIS Inspection Tag 
publication forms so that users 
can retrieve and view all related 
content components while 
disconnected from the network  


High 


D0006 Access Device Tracking 
Access devices supplied to 
permit holders must be linked to 
the corresponding permit 


Critical 


D0007 Data Reuse 


System shall reuse enterprise 
information whenever possible 
to enable efficient data entry 
and error reduction  


High 


D0008 Version Control 
All content managed by the 
system must be version 
controlled 


Critical 


D0009 Metadata 
All components and component 
elements will be tagged with 
metadata 


High 
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D0010 Edit Control 


Certain component elements 
may be edited (with necessary 
permissions), even if 
prepopulated (e.g., dates); other 
component elements are read 
only 


High 


D0011 Data Availability 
Data in system will be available 
to other systems across the 
Enterprise (e.g., Tableau) 


High 


D0012 Tagged Content 


When a document (pdf, photo, 
etc.) is attached to a data 
collection form, that document is 
tagged with metadata and 
follows the content throughout 
the lifecycle 


High 


D0013 Data Management 


System will manage data 
collected by the Watershed 
Protection Section (data 
identified in ‘Section 6.3 – Target 
State Information Product 
Inventory’) 


Critical 


D0014 Numbering 


Watershed access permits are 
assigned a unique and randomly 
generated permit number – all 
other content requiring an 
identifier are to be sequential 
(e.g., fire reporting forms, AIS 
Inspections, incident reports, 
and violation notices)  


High 


D0015 Access Device Issuance 


System shall utilize different data 
collection forms depending on 
whether an access device is 
being issued to a city employee, 
watershed employee, or 
contractor 


High 


D0016 AIS Inspections 


If an AIS inspection is related to a 
permit, system will auto 
populate component elements 
and link information products  


High 


D0017 ICS Collection Input Form 
System will reuse ICS content 
and support ICS workflow 


Med 


D0018 Return applicants 
System will auto populate permit 
component elements if applicant 
previously received a permit  


High 


D0019 Data Validation 
System will compare data entry 
against a list of values to 
determine if valid 


High 
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3.5 USER EXPERIENCE 


Requirements for the user interface including display and usability. 


 


D0020 
Universal Resource 


Identifier 


Publications will be assigned a 
Universal Resource Identifier 
(URI) 


Med 


D0021 Data Completeness 
System will confirm that all data 
is available for processing 


High 


D0022 Data Quality  
System will detect errors 
introduced during transmission 
and storage 


High 


D0023 Disconnected Data Viewing 


Content for the calendar year for 
designated information products 
will be made available 
disconnected from the network 


Critical 


ReqID Requirement Title Requirement Description Priority 


UX0001 Intuitive App Like Experience 


System shall deliver an intuitive 
app like experience to collect, 
manage, and publish content 
important to Watershed Protection 
workflow processes 


Critical 


UX0002 Paper Forms 
System shall replace paper forms 
used in Watershed Protection 
workflows 


Critical 


UX0003 Simplistic workflow 


Permit solution will reduce the 
number of steps, and people, 
required to issue an access permit 
to the watershed 


Critical 


UX0004 Customized View 
User can customize interface to 
suit needs 


Med 


UX0005 End-user Virtualization 
Personalized settings are retained 
for a user from session to session 


High 


UX0006 Monochromatic Colors 
Optimize color scheme for outdoor 
use (sun, rain, etc.) 


Critical 


UX0007 Ease of Use 


System shall utilize features such as 
drop-down menus and check boxes 
to minimize open text fields and 
provide an intuitive, easy to use 
solution 


Critical 


UX0008 Required Fields 
System will identify certain fields as 
required when a user is entering 
data 


High 
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3.6 TRANSITION 


Include the necessary requirements to prepare for change, including training and business continuity.  
Describe the capabilities that the solution must have, and the conditions the solution must meet to 
facilitate transition from the current state to future state, but which are not needed once the change is 
complete. 


 


4. CITY STANDARD REQUIREMENTS 


4.1 ENTERPRISE ARCHITECTURE 


Include the results from the Architecture Impact portion of the Risk Assessment (Critical and High results 
require a Solution Architecture document during Execution stage of the project). If there aren’t any 
architecture requirements, please include link or results from the completed Architecture Review Process. 


ReqID Requirement Title Requirement Description Priority 


TXN0001 Training 
Watershed Protection staff requires 
training in the use of new system 


Critical 


TXN0002 User Manual 
User manual will provide all system 
operation specifics and be approved & 
delivered prior to going into production 


Critical 


TXN0003 Change Process 
Process for making changes to the system 
must be provided 


Critical 


TXN0004 Seattle.gov 
Will be updated when CAPS (previous 
system) is no longer in use 


Critical 


ReqID Requirement Title Requirement Description Priority 


EA0001 Disaster Recovery 


Backup and disaster recovery capabilities 
are provided for business continuity 
capabilities to include the following 
parameters: 


Maximum Tolerable Period of Disruption 


(MTPD): 8 hours  


Maximum Tolerable Data Loss (MTDL): 24 hours  


Recovery Point Objective (RPO): < 24 hours  


Recovery Time Objective (RTO): < 8 hours  


Critical 


EA0002 Scalability 
Solution architecture will be scalable to 
ensure performance 


High 


EA0003 Email 
Solution can generate email messages 
compatible with Microsoft Outlook 


High 


EA0004 Discontinued Usage 


System will eliminate the need for AIS 
Inspections to be accomplished in Maximo, 
permit creation in CAPS, and the use of 
Report Exec. 


Critical 
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4.2 PRIVACY 


Include the necessary privacy requirements identified from the Privacy Self-Assessment. If there aren’t 
any privacy requirements, please include link or results from the completed Privacy Self-Assessment. 


 


4.3 SECURITY, RISK AND COMPLIANCE 


Include the necessary SRC requirements identified in the SRC Assessment. If there aren’t any SRC 
requirements, please include link or results from SRC Assessment. 


 


4.4 IT SERVICE MANAGEMENT (ITSM) 


This is an identification of how the project will impact ITSM.  Should be seen through a customer-facing 
lens.  Includes Help Desk/Self Help: Tier 1 (content and scripts)/Tier 2/Tier 3. 


EA0005 
ITD Standards, Policies, 


Guidelines 
System will comply with Seattle ITD 
standards, policies, and guidelines 


Critical 


EA0006 Reconfigurable 


Solution will be flexible with data 
collection and publication forms as the 
requirements change based on needs of 
external organizations 


Critical 


EA0007 Remote Access 
System will be accessible from anywhere 
at any time with any device 


High 


EA0008 Data Reuse 
System data will be reusable to enable 
efficient and effective information product 
delivery and error reduction 


High 


ReqID Requirement Title Requirement Description Priority 


PV0001 Information Protection 
System will secure and protect personal 
identifiable information (PII) and manage 
Public Disclosure Requests 


Critical 


ReqID Requirement Title Requirement Description Priority 


SRC0001 Record Retention 


System will comply with the record 
retention schedule under Washington 
Administrative Code (WAC) 44-14-03005 
and destroy records when no longer 
needed 


Critical 


SRC0002 Security 
System will be housed in a secure 
environment to prevent unauthorized 
access 


Critical 


SRC0003 Single Sign On 
System will be SSO compliant to enable 
access to all areas of the tool with one 
login 


High 



https://seattlegov.sharepoint.com/sites/dit/privacytoolkit/Lists/Privacy%20Impact%20Analysis/Item/newifs.aspx

https://seattlegov.sharepoint.com/:w:/r/sites/IT-CDR/_layouts/15/WopiFrame.aspx?sourcedoc=%7b242c1a33-c9bf-4393-bc70-15a22760bee4%7d&action=default
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5. APPENDICES 


5.1 GLOSSARY      


Term Description 


Access Device 
Any physical device (e.g., mechanical key, electronic key, key card, etc.) used 
to gain physical access to a secure facility 


Access Permit 
A vetted printed permit that grants an applicant access to a secure facility and 
specifies time, date, and location 


Active Directory 


Microsoft directory service for a broad range of identity-related services – 
Azure Active Directory is Microsoft’s multi-tenant, cloud-based directory and 
identity management service that combines core directory services, 
application access management, and identity protection into a single solution 


AIS Aquatic Invasive Species 


AMAG Technology 


Unified security platform that encompasses access control, video 
management, identity management and visitor management, providing a 
consumable, flexible system which allows businesses to effectively secure their 
facilities, transform their operations and meet compliance 


Applicant 
A Non-City contractor, consultant or vendor requesting access to a secure 
facility to conduct authorized work for the City 


CAPS Cedar River Watershed Access Permit System 


CCMS 


Component Content Management System – Manages content at a granular 
(component) level rather than at the page or document level. Each component 
represents a single topic, concept, or asset. Components are assembled into 
multiple content assemblies (information products) and can be viewed as 
components or as traditional pages or documents. Each component has its 
own lifecycle (owner, version, approval, use) and can be tracked individually or 
as part of an assembly 


ReqID Requirement Title Requirement Description Priority 


ITSM0001 ITSM Support 


IT Service Management will need to be 
aware of and knowledgeable in the use of 
the new Watershed IMS tool to be able 
to support and also know to whom issues 
can be elevated 


Critical 


ITSM0002 Service Desk Analytics 
ITD will have analytics in place to report 
ticket resolution performance and Pareto 
chart summaries of service desk activity 


Med 


ITSM0003 ITD Listens 


ITD will demonstrate that they are 
listening to the customer and will use 
feedback and data to continuously 
improve the system 


High 


ITSM0004 ITD Knowledge Base 
ITD will maintain a knowledge base of 
issues, resolutions, and known bugs 


High 
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Term Description 


Component 
Element 


The smallest, most granular unit of named content (e.g., Employee #, Vehicle 
Model) 


Content 
Component 


Stand-alone package of information organized by discrete container (e.g., 
Employee, Vehicle) –  components can be reused multiple times in multiple 
information products 


FEMA Federal Emergency Management Agency 


Fleet 
Manages all data related to the City of Seattle fleet of vehicles and equipment, 
maintenance and fueling to meet the City's long and short-term transportation 
needs 


IBM® Maximo® 
Platform to manage physical assets – Maximo maintains data on all SPU asset 
types, tracks lifecycle costs, records work performed, and delivers status 
reports on the overall health of the asset 


ICS 


Incident Command System – a management system designed to enable 
effective and efficient domestic incident management by integrating a 
combination of facilities, equipment, personnel, procedures, and 
communications operating within a common organizational structure 


Information 
Product 


An assembly of content components (e.g., data collection and publication 
forms) 


Keystone 600N5® Mechanical key and lock core access control software management system 


Non-permit 
violation 


Any violation, i.e., Infraction or Misdemeanor, of City policy or by legislation 
that hold a criminal or civil penalty as defined by law 


Oracle PeopleSoft® Manages all data related to projects, labor, budget and purchasing 


Permit violation Violation of issued access permits by non-city personnel (non-monetary) 


PII Personally Identifiable Information 


Recreation violation 
Written warning addressing a rule violation within the SPU owned recreation 
areas (non-monetary) 


SAID Secure Access ID 


SPU Seattle Public Utilities 


SSO Single Sign On 


Videx 
Manufactures CyberLock® access control products -  a mechanical key system 
controlled by access permissions and tracking software 


WiseTrack® 
Asset tracking software used to control SPU inventory and lifecycle and use of 
hand tools and small equipment using barcode technology 


 


5.2 TARGET STATE BUSINESS PROCESS INVENTORY 


The target state business process inventory is a list of current mission-critical processes the Watershed 
Protection Section uses to run its business. It is their basis for action, executed to realize strategy and 
deliver success. The technology system described in this document will manage business process data 
elements listed in ‘Section 6.4 – Content Component Logical Data Model’. 


The abbreviations of the process help to increase speed and brevity of writing. Routine business 
processes are scheduled, non-routine are unscheduled. When a business process is triggered the system 
will create information products listed in ‘Section 6.3 – Target State Information Product Inventory’. 
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Code Abbrev Process Description Type 


BP0001 AI AIS Inspection  


All vessels, vehicles and equipment entering the 
watersheds that have the potential to contact a 
surface water body must be inspected for aquatic 
invasive species 


Routine 


BP0002 AR Alarm Response 
Audible or silent alarm triggered within the Integrated 
Security System or by a private security monitoring 
service that requires an investigation 


Non-routine 


BP0003 CR 
Cultural Resource 
Monitoring 


Ensure historic preservation of cultural resources Routine 


BP0004 ER 
Emergency 
Response 


If there is an emergency, business will respond Non-routine 


BP0005 FM 
WQ Monitoring-
Routine 


Scheduled hydrological data collection Routine 


BP0006 FS 
Facility Security 
Checks 


Facilities are patrolled for security Routine 


BP0007 GI 
Gate Issue 
Response 


Respond to gate issues  Non-routine 


BP0008 IC ICS Use Incidents and emergencies managed using ICS Non-routine 


BP0009 IR 
Incident 
Response 


Respond to incidents (non-emergency) Non-routine 


BP0010 NR 
WQ Monitoring: 
Non-Routine 


Collect water quality data in response to incident Non-routine 


BP0011 OA 
Outside Agency 
Assist 


Assist outside agencies as requested Non-routine 


BP0012 OL 
Tree 
Removal/Litter 
Pickup 


Remove trees and litter as required Routine 


BP0013 RP Recreation Patrol  Patrol recreation areas Routine 


BP0014 SA SPU Assist Assist SPU as requested Non-routine 


BP0015 SB 
Safety/Security 
Standby 


Available safety/security stand by duty as required Non-routine 


BP0016 SP Signs Posted Post no trespassing signs along property line Routine 


BP0017 SS 
WQ Monitoring: 
Snow Surveys 


Conduct snow surveys per NRCS guidelines Routine 


BP0018 TC Trespass Cited Trespass incidents resulting in a citation Routine 


BP0019 TH Training Hours Attend training Routine 


BP0020 TP Tolt Patrols Patrol the South Fork Tolt Municipal Watershed Routine 


BP0021 TW 
Trespass 
Warning/indicato
rs 


Issue trespass warnings; make observation of 
indicators 


Routine 


BP0022 WS 
WQ RSLRA:  
Water Samples 


Collect water samples at Rattlesnake Lake Routine 


BP0023 WX 
Weather Data 
Collected 


Collect and download weather data Routine 


BP0024 PC 
Permit Violation 
Cited 


Cite permit violation Routine 
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5.3 TARGET STATE INFORMATION PRODUCT INVENTORY 


The target state information product inventory lists data collection and publication forms important to 
the Watershed Protection Section. When a business process (‘Section 6.2 – Target State Business 
Process Inventory’) is executed, content collection and publication forms are triggered. An information 
product is an assembly of content components (‘Section 6.4 – Content Component Logical Data Model’). 


BP0025 PW 
Permit Violation 
Warning 


Issue permit violation warning Routine 


BP0026 MR Meter Read Read water meters Routine 


BP0027 SAR 
Search and 
Rescue Response 


Respond to search and rescue incidents Non-routine 


BP0028 CM 
Cedar Moraine 
Monitoring 


Monitor Cedar Moraine for Dam Safety 
Routine/non
-routine 


BP0029 WR 
Wildfire 
Response 


Respond to wildfire incident Non-routine 


BP0030 PN 
Permit Holder 
Notified 


Notify Permit holder Routine 


BP0031 PR Permit Revoked Revoke a permit Routine 


BP0032 PI Permit Issued  Issue a permit for watershed access Routine 


BP0033 KI Key Issued Issue a key to watershed staff, SPU staff, or contractor Routine 


BP0034 KR Key Returned Receive a returned key Routine 


BP0035 SI 
Access Card 
Issued 


Issue a Security Access ID card Routine 


BP0036 DM Data Maintained Maintain data (create, update, delete) Routine 


BP0037 EM 
Equipment 
Maintained 


Maintain equipment Routine 


BP0038 TM Tool Maintained Maintain Tools Routine 


BP0039 MM Map Made Make a map Non-routine 


BP0040 PACS PACS Maintained Maintain PACS (users, templates, workflow) Routine 


BP0041 RW Report Written Write an Incident report Non-routine 


BP0042 MD Medical Aid Provide medical aid Non-routine 


BP0043 RP Report Published Publish a report Routine 


BP0044 PDR 
Public Disclosure 
Requested 


Prepare content for public disclosure Non-routine 


BP0045 PT Photo taken Take a photo Routine 


BP0046 LS 
Lightning Strike 
Recon 


Lightning strike investigation Non-routine 


BP0047 HZ Spill response Respond to a hazardous spill Non-routine 


BP0048 KPI 
Performance 
Improved 


Continuously improve performance Routine 


BP0049 MR Mayor Response Respond to Mayor Office request for information Non-routine 


BP0050 MDR Media Response Respond to media request for information Non-routine 


BP0051 EI 
Fire Engine 
Inventory 


Conduct fire engine tool, equipment inventory 
Routine/non
-routine 
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Code Information Product Priority 


TS001 Fire Reporting Med 


TS002 Search & Rescue Form 1 – First Notice Record Sheet Low 


TS003 Search & Rescue Form 2 – Missing Person Profile Low 


TS004 Search & Rescue Form 8A – Briefing Checklist Low 


TS005 
Aquatic Invasive Species (AIS) Prevention – Equipment 
Decontamination & History Log 


High 


TS006 AIS Inspection Tag High 


TS007 Airlift Northwest – Landing Zone Card Low 


TS008 Well Log High 


TS009 Daily Log High 


TS010 Time Off Request High 


TS011 Wildland Fire Crew – Call-out Form Med 


TS012 Permit Observation High 


TS013 Cedar Falls Complex Meter Read Log High 


TS014 Cultural Resource Field Discover Checklist Low 


TS015 
Cyber Key Loan Record – City Employee, Watershed Employee, 
Contractor 


High 


TS016 Dept of Natural Resources – Crew Time Report Med 


TS017 Dept of Natural Resources – Emergency Equipment Use Invoice Med 


TS018 Dept of Natural Resources – Emergency Firefighter Time Report Med 


TS019 Dept of Natural Resources – Emergency Equipment Shift Ticket Med 


TS020 Education Center Meter Record High 


TS021 Cedar Moraine Field Inspection Form High 


TS022 Industrial Operations Fire Inspection Form High 


TS023 ICS 201 – Incident Briefing High 


TS024 ICS 202 – Incident Objectives Low 


TS025 ICS 203 – Organization Assignment List Low 


TS026 ICS 204 – Assignment List Low 


TS027 ICS 205 – Incident Communications Plan Low 


TS028 ICS 206 – Medical Plan Low 


TS029 ICS 207 – Incident Organization Chart Low 


TS030 ICS 209 – Incident Status Summary Low 


TS031 ICS 210 – Resource Status Change Low 


TS032 ICS 211 – Incident Check-in List Low 


TS033 ICS 212 – Incident Demobilization Vehicle Safety Inspection Low 


TS034 ICS 213 – General Message High 


TS035 Mechanical Key Request Form High 


TS036 Microbiology Chain of Custody Record Med 


TS037 Patient Care Record High 


TS038 Non-Routine Turbidity Sampling High 


TS039 Piezometers Station Monitoring High 


TS040 Incident Report High 


TS041 Rattlesnake Lake Chain of Custody Record High 


TS042 SAID Card Application – City of Seattle Employee High 


TS043 Snow Survey Low 
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TS044 Hazardous Material Spill Report Form High 


TS045 Violation Notice High 


TS046 Weather Form High 


TS047 Rope Log High 


TS048 Access Permit Application High 


TS050 Access Permit High 


TS051 Watershed Management Division Emergency Notebook High 


TS052 Fire Resource Manual  High 


TS053 Engine Equipment Inventory High 
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5.4 CONTENT COMPONENT LOGICAL DATA MODEL 


Figure 01 is a detailed representation of business data requirements. It is a view of the data as the user 
sees it. The Watershed Protection Section organizes and divides its content into containers of 
information called content components. Content components are further divided into elements, the 
smallest, most granular level of named content, e.g., Permit # or Employee #. An information product is 
an assembly of content components. 


 


Figure 01 Watershed Protection Section Content Components – Logical Data Model 
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5.5 CONCEPT MOCKUP 


The system will have an intuitive app like feel that is simplistic, structured and easy to use. This concept 
was first proposed by Darian Davis, SPU in the Watershed Protection Information System SPU 
Technology Proposal 10/14/2016 (Casey A White, IT, published this version 5/14/2018). 
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5.6 ARCHITECTURE CONCEPT 


The Watershed Protection Section envisions a content creation and organization system that empowers 
users to create, maintain, and distribute timely, accurate, consistent and complete content. The system 
solves a logistics problem: its goal is to deliver the correct content to the proper user at the proper time 
enabling the Watershed Protection Section to execute business processes easier, faster, better and 
cheaper.  
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CODE ACTIVITY 2007 2008 2009 2010 2011 2012 2013 2014 2015 2016 2017 2018


AI AIS Inspection and Decontamination dnc dnc dnc dnc dnc dnc dnc 8 1,260 360           142 268


AR Alarm Response 24 26 12 19 20 11 13 10 21 8             21 30


CR Cultural Resource Monitoring 47 66 290 80 95 48 34 10 106 64             90 115


ER Emergency Response 16 35 27 19 8 22 24 12 52 36             42 27


FM WQ Field Monitoring 190 207 82 160 281 250 272 219 407 508           653 685


FS Facility Security Checks 41 35 241 908 719 1,330 966 960 1,524 1,204           995        1,200 


GI Gate Issue Response dnc 51 28 77 120 158 111 71 90 211             89 80


IR Incident Response 113 31 58 86 64 43 80 89 104 90             81 87


NR WQ Monitoring: Non-Routine Events 31 39 118 25 175 5 8 32 172 20             24 14


OA Other Agency Assist 20 9 12 20 18 7 10 15 28 24             26 35


OT Other 49 19 31 38 24 22 40 73 110 92           169 169


RM Recreation Monitoring dnc dnc 68 279 729 604 619 646 1,044 731           754 809


SA SPU Assist 60 10 46 24 34 23 18 18 63 55             77 83


SB Standby for Emergency Response 9 2 10 2 6 11 6 16 29 8             16 20


SS WQ Monitoring: Snow Surveys 21 21 21 18 19 22 22 22 21 21             14 27


TC Trespass Cited 1 0 0 2 2 0 1 2 3 0               5 4


TM Tolt Monitoring 29 76 74 98 83 76 90 120 75 103           116 80


TW Trespass Warning/Signs of Trespass 7 15 4 6 10 8 16 9 41 55             79 114


WS WQ Monitoring: Water Samples 10 12 11 25 30 23 14 18 62 52             82 88


CO CAPS Observations dnc 0 605 dnc 0 138 441 352 2,141 1,505        1,037 935


PI Permits Issued 504 510 357 268 240 251 195 239 373 324           269 299


PM Patrol Miles Driven 53,530 60,138 54,065 47,830 45,126 44,636 52,884 51,302 60,208 53,794      57,565      52,449 


RE RE Reports 26 16 50 60 83 33 74 67 149 153           173 197


SP Signs Posted 1,363 3,791 3,243 767 1,022 1,117 1,596 1,180 3,570 2,105        2,835        2,522 


TH Training Hours 404 318 298 95 505 365 522 227 688 717           700 756


VN Violation Notices Issued 3 28 62 106 65 69 121 133 411 440           357 386


WATERSHED PROTECTION YEAR END COMPARISON
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Save picture and 
attach to incident


Send notification of 
Incident to 
Supervisor


New or Existing?


Issue resolved & 
report complete?


Load existing 
Incident based on 


user input


Existing


New


Update report


YES


A


A


NO


Assign a sequential 
numberic ID and 
create document 







Key Issued (BP0033) / Key Returned (BP0034) / Access Card Issued (BP0035)Key Issued (BP0033) / Key Returned (BP0034) / Access Card Issued (BP0035)
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Open PACS


Select ‘Cyber Key’ from 
Key Issuance page to 


initiate CyberLock 
system and send issuee 


data


Provide e-signature 
to accept 


responsibility for 
access device(s)


Receive access 
device(s)


INTERNAL 
START


Who is the 
issuee?


Enter remaining 
required 


information


EXTERNAL


INTERNAL


Link device issuance 
to access permit and 


pull location 
information


What type of 
device is being 


issued?


Cyber Key


Mechanical Key


SAID Card


Select ‘Mech Key’ from 
Key Issuance page to 


initiate Keystone 
system and send issuee 


data


Select ‘SAID Card’ from 
Key Issuance page to 
initiate AMAG system 
and send issuee data


END


Select issuee name 
to populate personal 


information fields


Return date still 
in future?


YES


NO
Access device 


returned?
YES


NO


Suspend Watershed 
rights for access 


device holder 


PERMITPERMIT


Create 
collection 
form and 
populate 
with data


Approve? YES


B


B Work Complete? YES


Extend date? YES
Edit PACS with new 
device return date


NO


NO NO


No permit 
required for 
city employees







Emergency Response (BP0004) / ICS Use (BP0008) / Wildfire Response (BP0029) / Medical Aid (BP0042) / Spill Response (BP0047)Emergency Response (BP0004) / ICS Use (BP0008) / Wildfire Response (BP0029) / Medical Aid (BP0042) / Spill Response (BP0047)
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Open PACS


Complete Fire 
Reporting form and 


submit
END


Create 
collection 
form and 


pre-populate 
with data


1. Wildfire 
Response?


YES
Fill out Fire 


Reporting form?
Extended 
Attack?


YES


Present user with 
screen to select 


necessary ICS forms


Select required ICS 
forms from list


Generate window 
with tabs (or other 
method) for each 


form allowing user 
to move between 


the collection forms


User may need 
multiple of 


some forms


Complete form and 
click ‘Complete’


Publish Hazmat 
Response data form


Complete ICS201 
form and submit


YES


Create 
collection 
form and 


pre-populate 
with data


Create 
collection 
forms and 


pre-populate 
with data


Complete all ICS 
forms including an 


electronic signature 
on each


Data shared 
between 


forms as user 
enters it


Final submission to 
create Incident 


Action Plan


Publish Incident 
Action Plan 


Print?


Print document


Email?


Generate email with 
document attached


Enter recipients and 
send email


YES YES


NO


2. Hazmat?


NO


YES


Create 
collection 
form and 


pre-populate 
with data


Complete form and 
click ‘Complete’


Publish Medical 
Response data form


3. Medical?


YES


Create 
collection 
form and 


pre-populate 
with data


NO


C


C C


NO


NO


C


Are you the 
Incident 


Commander?


Respond to 
Emergency


NO


YES


NO


IAP is a 
compilation of 
the previously 
created forms
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Watershed Protection Forms.xlsx
Forms

						Current State Information Product Inventory Worksheet

				Form		To be state		Priority		Approval?		Sequential		Include?		Remote Use?		Reasoning 		Notes

				Fire Reporting Form (IFPL)		To be changed		M		No		Sequential		Yes				Needs to be reported to partner agencies

				SAR Form 1: First Notice Record Sheet		No change		M		No		N/A		Yes

				SAR Form 2: Missing Person Profile		No change		L		No		N/A		Yes

				SAR Form 8A: Briefing Checklist		No change		L		No		N/A		Yes

				AIS Prevention: Equip Decon & History Log		New process to be reviewed		H		No		Sequential		Yes		Yes		SPU Policy directive that this be reported internally (also meets future needs). Direct link to water quality.		Equipment history is entered in Maximo

				Airlift NW: Landing Zone Card		No change		L		No		N/A		Yes

				Well Log		No change		H		No		N/A		Yes		Yes		WA DOH requirement. Direct link to drinking water.

				Daily Log		No process change. Will be field changes.		H		No		N/A		Yes		Yes		Main mechanism for reporting activities (HCP)		Observations, sightings, mileage (reported quarterly), …

				Time Off Request		Fields will change. Approval process position dependent		M		Yes		N/A		Yes

				Wildland Fire Crew: Call-Out Form		Fields will change		L		Yes		N/A		Yes

				CAPS Observation		Include with Daily Log		M		No		Sequential		No				Permit observations to be included as a Daily Log Type

				CF Complex Meter Read Log		To be reviewed		H		No		N/A		Yes		Yes		DOH requirement as part of drinking water system		Can be combined with monthly data (Well Log) sent to WQL

				Cultural Resource Field Discovery Checklist		No change		L		No		N/A		Yes

				CyberKey Loan Record: City Empoyee		No change		H		No		N/A		Yes				Part of access and control procedures		CyberKey forms can be combined

				CyberKey Loan Record: Contractors, etc		No change		H		No		N/A		Yes				Part of access and control procedures		CyberKey forms can be combined

				CyberKey Loan Record: Watershed Employees		No change		H		No		N/A		Yes				Part of access and control procedures		CyberKey forms can be combined

				Crew Time Report		No change		M		No		N/A		Yes

				Emergency Equipment Use Invoice		No change		M		No		N/A		Yes

				Emergency Fire Fighter Time Report		No change		M		No		N/A		Yes

				Emergency Equipment Shift Ticket		No change		M		No		N/A		Yes

				Education Center Meter Record		No change		H		No		N/A		Yes				Mandated by DOH as part of the drinking water system

				Field Inspection Form		No change		M		No		N/A		Yes

				Fire Inspection Form		No change		M		No		N/A		Yes

				ICS 201: Incident Briefing		Potential change		H		No		N/A		Yes		Yes		Initial response for all emergencies

				ICS 202: Incident Objectives		No change		L		No		N/A		Yes

				ICS 203: Organization Assignment List		No change		L		No		N/A		Yes

				ICS 204: Assignment List		No change		L		No		N/A		Yes

				ICS 205: Incident Communications Plan		No change		L		No		N/A		Yes

				ICS 206: Medical Plan		No change		L		No		N/A		Yes

				ICS 207: Incident Organization Chart		No change		L		No		N/A		Yes

				ICS 209: Incident Status Summary		No change		L		No		N/A		Yes

				ICS 210: Resource Status Change		No change		L		No		N/A		Yes

				ICS 211: Incident Check-in List		No change		L		No		N/A		Yes

				ICS 212: Incident Demobilization Vehicle Safety Inspection		No change		L		No		N/A		Yes

				ICS 213: General Message		No change		L		No		N/A		Yes

				Mechanical Key Application		No change - Part of access process		H		No		N/A		Yes				Critical Access Control

				Microbiology Chain of Custody Record		No change		M		No		N/A		Yes

				Patient Care Record		Part of Incident reporting		M		No		N/A		Yes				Mountain Rescue example already provided		Form needs updating

				Non-Routine Turbidity Sampling		No change		M		No		N/A		Yes

				Piezometer Station Monitoring		No change		H		No		N/A		Yes				Mandated to report this to SPU dam safety

				Incident Report		Substantial changes. Need additional page fields		H		Yes		Sequential		Yes				Mandated to do this		Currently uses ReportExec (proprietary system)

				RSL Chain of Custody Record		No change		H		Yes		N/A		Yes				Reported to WQL

				SAID Card Application: City Employee		No change		H		Yes		N/A		Maybe				Mandated to do this		Unsure how to move forward with this

				Snow Survey		No change		L		No		N/A		Yes

				Hazardous Material Spill Report Form		No change		M		Yes		Sequential		Yes

				Violation Notice		Changes		H		No		Sequential		Yes		Yes		Enforcement for permit system

				Weather Form		No change		H		No		N/A		Yes		Yes		Done daily

				Rope Log		To be created		L		No		N/A		Yes						Needs to be created

				Permit Application		BIG changes		H		Yes		Random		Yes		Yes		Currently completed in CAPS

				Watershed Management Division Emergency Notebook		No change Annual publication		H		 		N/A		Yes

				Fire Resource Manual		No change Annual publication		H		 		N/A		Yes

				Photograph documentation		New process to be reviewed

				Shed Weekly 









Sheet2

				Yes

				No

				Maybe





ContentHierarchy

				COMPONENT		Count of Form

				ACTIVITY		22

				AIS		2

				APPROVE		7

				ASSET		46

				ATTACH		8

				CULTURE		24

				DATE		160

				ER		6

				FIELD		17

				FIRE		45

				ICS		51

				KEY		6

				LOC		72

				MECHKEY		2

				PEOPLE		374

				PERMIT		24

				PROJECT		32

				REPORT		1

				SAR		27

				SPILL		23

				VEHICLE		39

				WX		32

				SNOTEL		40

				SAID		6

				RSL-COC		7

				INCIDENT		12

				PIEZ		5

				MICROBIOCOC		28

				MNTRESPTCARE		30

				TURBIDITY		3

				EQUIPMENT		43

				Grand Total		1194





















































FireReporting



						FIRE REPORTING 

				Component		Field Label		Options

				People		Name:

				date		Date:

				date		Time:

				LOC		Township:

				LOC		Range:

				LOC		Section:

				FIRE		FIRE DESCRIPTION

				FIRE		Size:

				FIRE		Fuel Type:		Grass

				FIRE		Fuel Type:		Brush

				FIRE		Fuel Type:		Re-prod

				FIRE		Fuel Type:		Mature Forest

				FIRE		Fuel Type:		Old Growth

				FIRE		Fuel Type:		Slash

				FIRE		Character of Fire:		Smoldering

				FIRE		Character of Fire:		Creeping

				FIRE		Character of Fire:		Running

				FIRE		Character of Fire:		Crowning

				FIRE		Character of Fire:		Spotting

				WX		Wind Speed (mph) & Direction:

				LOC		Slope Exposure:		North

				LOC		Slope Exposure:		South 

				LOC		Slope Exposure:		East 

				LOC		Slope Exposure:		West

				FIRE		% Slope (est. in 10% increments)

				FIRE		Position on slope:		Top

				FIRE		Position on slope:		Upper half

				FIRE		Position on slope:		Mid-slope

				FIRE		Position on slope:		Lower half

				FIRE		Position on slope:		Bottom

				FIRE		Adjacent Fuels:		Grass

				FIRE		Adjacent Fuels:		Brush

				FIRE		Adjacent Fuels:		Re-prod

				FIRE		Adjacent Fuels:		Mature forest

				FIRE		Adjacent Fuels:		Old growth

				FIRE		Adjacent Fuels:		Slash





SAR 1-1st NoticeRecordSheet



						FIRST NOTICE RECORD SHEET

				Component		Field Label		Options

				People		Person Receiving Report:

				date		Date Received:

				date		Time Received:

				People		Informant Name & Contact Info:

				SAR		Method of Report (phone, person, etc.):

				People		Name of Missing Person (if known):

				date		Data & Time Last Seen:

				SAR		Circumstances of Loss:

				People		Initial Planning Point (IPP):

				LOC		Point Last Seen(PLS):

				LOC		Last Known Point (LKP):

				SAR		What Does Informant Think Happened:

				SAR		What Does Informant Want Done:

				SAR		Instructions to Informant:





SAR2-MissingPersonProfile



						MISSING PERSON PROFILE

				Component		Field Label		Options

				People		Name:

				People		M or F:

				People		Age:

				LOC		Address:

				SAR		Physical Description:

				SAR		Clothing Worn:

				EQ		Equipment Carried:

				SAR		Capability/Health:

				SAR		Habits/Hobbies/Interests/Likely Activity:

				SAR		Previous Relevant History:

				SAR		Category:





SAR8A-BriefingChecklist



						SAR BRIEFING CHECKLIST

				Component		Field Label		Options

				SAR		Information to Share With Searchers Prior to Deployment

						Incident Summary

				SAR		Subject Desc and Lost Subject Profile

				SAR		Actions to Date

				SAR		Clues Found

				SAR		Terrain

				SAR		Weather

				SAR		Safety

				SAR		Press

				SAR		Family

				SAR		Action to Take if Subject Found

				SAR		Rescue and Medical Plans

				People		Assignment

						Type of Subject to Base Tactics on:

				SAR		Mobile/responsive

				SAR		Mobile/unresponsive

				SAR		Immobile/responsive

				SAR		Immobile/unresponsive

				SAR		Transportation To and From Assignment:

				EQ		Needed Personal Equipment:

				EQ		Needed Team Equipment:

				People		Team and Base Radio Call Signs:

				People		Radio Frequency(s) & Telephone Numbers:

				Date		Expected Time of Return:

				SAR		Where and To Whom To Report Upon Return, for Debriefing:





AISEquipHistLog



						AIS EQUIPMENT DECON & HISTORY LOG

				Component		Field Label		Options

				Project		Project Name:

				LOC		Work Location:

				People		Contractor Contact Name and Phone:

				People		SPU Project Manager (if applicable):

				EQ		Equipment Description:

				EQ		How Many?

						Classification Type:

				EQ		New-Protected		Drop down

				EQ		New-Unprotected

				EQ		Used-Sandblasted/Painted

				EQ		Used

				EQ		Dive Gear

				EQ		Felt Boots

				EQ		Sensitive/Scientific

				EQ		Ballast or Bilge Tanks Present?		Y/N

						Equipment History

				LOC		Water Body Name:		Could be multiple

				LOC		Location:

				date		Date Range of Use:

				AIS		Risk Category (SPU Use Only):

				People		Name (Printed):

				People		Signature:

				date		Date:

				AIS		(SPU Use Only)

				People		History Log Reviewed By:

				People		Decontamination Procedure Completed By:

				People		Final Inspection & Approval For Use By:

				Permit		Watershed Permit #:





WellLog



						WELL LOG

				Component		Field Label		Options

				date		Date:

				date		Time:

				Asset		Pump House Water Meter Reading (10ft3):

				Asset		24 hr Daily Water Usage (gal):

				Asset		NaOCL Aolution Tank Volume (gal):

				Asset		24 hr Daily NaOCL Used (gal):

				Asset		CL2 Dose (ppm):

				Asset		Cl2 Residual at Well House (ppm):

				Asset		Cl2 Residual at CF-2 Ed Ctr (ppm):

				Asset		Solution Tank Filled?:

				Asset		Amount Bleach Added (mL):

				Asset		Amount Water Added (gals):

				Asset		Pump Setting (%Stroke):

				Asset		Remarks (pump adj, maint, anything unusual):

				People		Op.:





DailyLog



						DAILY LOG

				Component		Field Label		Options

				People		Name:

				date		Date:

				EQ		Vehicle:

				EQ		Mileage Start:

				EQ		Mileage End:

				date		Time:				May be multiple

						Action

				Activity		Alarm Response		Drop Down

						Gate Response

						Incident Response

						Emergency Response

						SPU Asst

						Other Agency Asst

						RSLR Issue

						Trespass Warning

						Trespass

						Standby for Emerg

						Violation Notices

						Other

				Actvity		Details:

				date		Time:				May be multiple

						Specific Duties

				Activity		Tolt Monitoring		Drop Down

						WQ Foot Monitoring

						Facility Sec Check

						Cultural Res Mon

						Rec Mon

						Patrol

						Fire Inspection

						Posting

						Permit Office

						Training

						Project Work

						Other

						AIS Inspection/Decon

				Activity		Details:

				date		Time:				May be multiple

						Data Monitoring

				Activity		Weather		Drop Down

						Well House

						CF Bactis

						NB Meter

						Moraine Monitoring

						RL Bactis

						Snow Surveys

						Non Routine Monitoring

						Other Hydro Data

						Other

				Activity		Details





TimeOff



						TIME OFF REQUEST

				Component		Field Label		Options

				People		Employee Name:		Drop down?

				Labor Code		Type of Request:		Drop down?		May be multiple

				Labor Code		Total Hours:

						Dates

				date		From:

				date		To:

						Scheduler Approval

				People		Name:

				date		Date:

				Approve		Approved:		Check Boxes

				Approve		Denied:

				People		Coverage:		Drop down?

						Manager Approval

				People		Name

				date		Date

				Approve		Approved 		Check Boxes

				Approve		Denied





FireTeamCall-out



						WILDLAND FIRE TEAM CALL-OUT FORM

				Component		Field Label		Options

				Date		Date:

				Fire		Page Time:

				Fire		Incident Name:

				LOC		Location:

				Fire		Notes:

				People		Form Completed By:

				Fire		Chosen:		Check box

				People		Team Member:

				Fire		Responded?		Y/N

				Fire		Available?		Y/N

				Fire		Response Time:

				Approve		Approved? 		Y/N

				Approve		Approval Time:

				Approve		Notes:





















CAPSObs



						CAPS OBSERVATION

				Component		Field Label		Options

				Permit		Access Permit #:

				People		Officer:		Drop down

				date		Date:

				date		Time:

				Loc		Location:



				To be part of Daily Log





















ComplexMeterRead



						COMPLEX METER READ LOG

				Component		Field Label		Options

				date		Date:

				Asset		Meter Location:		Drop down?

				Asset		Reading:

				Asset		Monthly Use (gal)

				Report		(YTD?) Running Average Use by Location:



































CultFieldDisc



						CULTURAL RESOURCE FIELD DISCOVERY CHECKLIST

				Component		Field Label		Options

				People		Reported By:

				People		Phone:

				People		Discovered By:

				People		Supervisor: 

				date		Discovery Date:

				date		Date Reported:

				LOC		Discovery Location:		Drop down?

				LOC		GPS?		Yes / No

				LOC		Township:

				LOC		Range:

				LOC		Section:

				LOC		1/4 Section:

				LOC		Location Description:

				Culture		Resource Type

						Surface Resource		Check all that apply

				Culture		Burried Resource

				Culture		Historic Structure

				Culture		Isolated Artifact

				Culture		Buried Animal Bones

				Culture		Metal

				Culture		Glass/ceramic

				Culture		Brick

				Culture		Stone Artifact(s) (prehistoric)

				Culture		Culturally Modified Tree(s)

				Culture		Other

				Culture		 Generally Describe:

						Setting

				Culture		Old-growth Forest		Check all that apply

				Culture		Secondary-growth Forest

				Culture		Lakeshore

				Culture		Stream Bank

				Culture		Road Cut

				Culture		Erosion Gully

				Culture		Headquarters Grounds

				Culture		Clearing/meadow

				Culture		Project Work Site

				Culture		Other

				Culture		Setting Generally Describe:

				Culture		Describe activity during discovery:

				Culture		Describe any recent disturbance or threats to the resource:





CyberKey-1



						CITY EMPLOYEE CYBER KEY RECORD

				Component		Field Label		Options

						Employee Info

				People		Name (print):

				People		Department:

				People		Work Location:

				People		Low Org:

				Project		Activity Number:

				People		Phone:

				People		E-mail:

				People		Acknowledgement:

				People		Signature:

				date		Date:

						Approval

				People		Supervisor Name (print):

				People		Job Title:

				People		Phone:

				People		E-Mail:

				People		Signature:

				People		Date:

						CyberKey Issue Info

				KEY		CyberKey Serial Number:

				date		Issue Date:

				date		Return Date:

				LOC		Place of Issue:

				KEY		Comments:

				People		Issuer Name:

				People		Title:

				People		Signature:

				date		Date:





CyberKey-2



						CONTRACTOR CYBER KEY RECORD

				Component		Field Label		Options

						Applicant Info

				People		Name (print):

				People		Employer:

				People		Employer Address:

				People		City:

				People		State:

				People		ZIP:

				People		Work Phone:

				People		Cell Phone:

				People		E-mail:

				Key		Acknowledgements:

				People		Signature:

				Date		Date:

						CyberKey Issue Info

				Asset		CyberKey Serial Number:

				date		Issue Date:

				date		Return Date:

				Loc		Place of Issue:

				Key		Use Details:

				People		Issuer Name:

				People		Title:

				People		Signature:

				Date		Date:





CyberKey-3



						WATERSHED EMP CYBER KEY RECORD

				Component		Field Label		Options

						Employee Info

				People		Name (print):

				People		Section:

				People		Employee #:

				Key		(Acknowledgement)

				People		Signature:

				date		Date:

						CyberKey Issue Info

				Asset		CyberKey Serial Number:

				date		Issue Date:

				date		Return Date:

				Loc		Place of Issue:

				Key		Comments:

				People		Issuer Name:

				People		Title:

				People		Signature:

				date		Date:





CrewTimeReport



						CREW TIME REPORT

				Component		Field Label		Options

				People		Crew Name:

				People		Crew Number:

				People		Office Responsible for Fire:

				Fire		Fire Name:

				Fire		Fire Number:

				Fire		Remarks No. :

				People		Name of Employee:

				People		Classification:

				date		Date:

				date		Time on (military):

				date		Time off (military):

				Fire		Remarks:

				People		Officer-in-Charge (signature):

				People		Title (Officer-in-Charge):

				People		Name (Person Posting to Emergency Time Report):

				Date		Date:



























EmerEqUseInv



						EMERGENCY EQUIPMENT - USE INVOICE

				Component		Field Label		Options

				People		Contractor:		Name

				People		Contractor:		Address

				People		Contractor:		SSN/EIN

				Project		Incident or Project Name:

				ER		Agreement Number (form OF-294):

				date		Effectivec Dates of Agreement:		Beginning

				date		Effectivec Dates of Agreement:		Ending

				EQ		Equipment (make, model, serial #, etc.):

				People		Point of Hire (location when hired):

				date		Date of Hire:

				date		Time of Hire:

				date		Administrative Office for Payment:

				ER		Work Rate is Based on all Operating Supplies Being Furnished By:		Contractor (wet)

				ER		Work Rate is Based on all Operating Supplies Being Furnished By:		Government (dry)

				ER		Operator Furnished By:		Contractor

				ER		Operator Furnished By:		Government

				ER		Resource Order Number:

				date		Date:

				People		Work or Daily Rate:		Units Worked (MI/HR/DA)

				People		Work or Daily Rate:		Rate

				People		Work or Daily Rate:		Amount

				People		Special Rate:		Units Worked (MI/HR/DA)

				People		Special Rate:		Rate

				People		Special Rate:		Amount

				People		Total Amount Earned:		Sum of Above

				People		Guarantee:

				People		Amount:		Greater of Above Options

				Project		Charge Code:

				Project		Object Code:

				EQ		Equipment Was:		Released		Check Boxes

				EQ				Withdrawn

				EQ				Date

				EQ				Time

				EQ		Remarks:

				Project		Gross Amount Due:

				Project		Gross Amount From Previous:

				Project		Total Amount Due:

				Project		Deductions (attach statement):

				Project		Additions (attach statement):

				Project		Net Amount Due:

				People		Contractor Signature:

				People		Print Name and Title:

				date		Date:

				People		Receiving Officer Signature:

				People		Print Name and Title:

				date		Date:





EmerFFTimeReport



						EMERGENCY FIREFIGHTER TIME REPORT

				Component		Field Label		Options

				People		Identification Number:

				People		Social Security Number:

				People		Initial Employment: 		Y/N

				People		Type of Employment:		Casual		Check Boxes

				People		Type of Employment:		Regular Govt Employee

				People		Type of Employment:		Other

				People		Transferred From:

				People		Hired at:

				People		Employee Has:		Been Discharged		Check Boxes

				People		Employee Has:		Quit

				People		Entitled to Return:		Y/N

				People		Entitled to Return Transportation:		Y/N

				People		Contact Information:		Name (First, Middle, Last)

				People		Contact Information:		Street Address

				People		Contact Information:		City

				People		Contact Information:		State

				People		Contact Information:		Zip

				People		In Case of Emergency:		Name (First, Middle, Last)

				People		In Case of Emergency:		Street Address

				People		In Case of Emergency:		City

				People		In Case of Emergency:		State

				People		In Case of Emergency:		Phone Number

						FIRE LOCATION IDENTIFICATION

				Fire		Fire Name				Could have multiple

				Fire		Fire Number

				Fire		Unit Code

				Fire		Fire Location

				Fire		State

				Fire		Firefighter Classification

				Fire		Rate

				Fire		Date and Time

				date		Year

				date		Month

				date		Day

				date		Start 

				date		Stop

				date		Hours

				People		Total Hours:

				Project		Gross Amount:		(Hours x Rate)

				date		Inclusive Dates:

				People		Time Officer Signature:

				date		Date Signed:

						Comm. BO 2600:				Could have multiple

						Rate:

						Miles / Hours:

						Accounting Classification:

						Object Class:

						Amount:

						Remarks:

						Gross Earnings:

						Commissary Record

						Date:				Could have multiple

						Item:

						Amount:

						Total:

						Remarks:

						ADO Check Number and Stamp:

						Employee (signature):

						Time Officer (Signature):





EmerEqShiftTicket



						EMERGENCY EQUIPMENT SHIFT TICKET

				Component		Field Label		Options

				ER		Agreement Number:

				ER		Contractor (Name):

				ER		Incident or Project Name:

				ER		Incident Number:

				People		Operator (Name):

				EQ		Equipment Make:

				EQ		Equipment Model:

				People		Operator Furnished By:		Contractor

				People				Government

				People		Serial Number:

				People		License Number:

				People		Operating Supplies Furnished By:		Contractor (wet)

				People				Government (dry)

						EQUIPMENT USE

						HOURS / DAYS / MILES (circle one)

				EQ		Date:				Could be multiple

				EQ		Start:

				EQ		Stop:

				EQ		Work:

				EQ		Special:

				ER		Remarks (released, downtime & cause, problems, etc.):

				ER		Equipment Status:		Inspected and Under Agreement				Check boxes

				ER				Released by Government

				ER				Withdrawn by Contractor

				Project		Invoice Posted By (recorder's initials):

				People		Contractor's or Authorized Agent's Signature:

				People		Government Officer's Signature:

				date		Date Signed:





EdCntrMetRec 



						ED CENTER METER RECORD

				Component		Field Label		Options

				date		Date:

				date		Time:

				Asset		Meter:

				Asset		Use:

				Asset		Op.:

				Asset		Average Use:





FldInsp



						FIELD INSPECTION FORM

				Component		Field Label		Options

				date		Date:

				People		Inspected By:		Drop Down?

				WX		Weather:

				Loc		Location:

								FIELD VISUAL INSPECTION CHECKLIST		ANSWER		IF Y, ANY CHANGE SINCE LAST VISIT?		LOCATION, DESCRIPTIONS, 
PHOTO #, ETC.

				Field		Earth Movements:		Any apparent earth falls from steep slope or cliff?		Y/N		Y/N

				Field				Any soil erosion occurring from slope?		Y/N		Y/N

				Field				Any apparent ground settlement or depression?		Y/N		Y/N

				Field				Any cracks on the ground?		Y/N		Y/N

				Field				Any apparent ground heave?		Y/N		Y/N

				Field				Any earth flow occurred?		Y/N		Y/N

				Field				Any lateral earth spread?		Y/N		Y/N

				Field		Surface Water and Groundwater:		Any groundwater seeping out of slope?		Y/N		Y/N

				Field				Is seepage turbid?		Y/N		Y/N

				Field				Any indiction of water buildup within slope?		Y/N		Y/N

				Field				Any standing water on slope that may cause slide?		Y/N		Y/N

				Field				Any water flow that may undermine slope toe?		Y/N		Y/N

				Field		Surface Vegetation and Objects:		Any trees tilt or leaning?		Y/N		Y/N

				Field				Any vegetation distress indicating a slide?		Y/N		Y/N

				Field				Any moved/deformed object indicating a slide?		Y/N		Y/N

				Field				OTHER OBSERVATIONS:

				Field		Manual Wells and Staff Gages

				People		Name:

				date		Date:				Height		Time		Comments

				Asset		Staff Gages:		Hobo Creek

				Asset				Oliver Lake

				Asset				Canyon Creek

				Asset				Upper Boxley

				Asset				Lower Boxley





FireInsp



						FIRE INSPECTION FORM

				Component		Field Label		Options

				People		Inspector:

				date		Date:

				WX		Temperature:

				WX		Humidity:

				WX		Wind Speed:

				Project		Project Name:

				People		Operator/Contractor:

				People		Phone:

				People		Person Contacted at This Inspection:										3 page document

				People		Title:

				Loc		Sec:

				Loc		Township:

				Loc		Range:

				Loc		Shutdown Zone:

				Fire		Waiver:		Y/N

						TYPE OF OPERATION

				Activity		Rock Pit		Check Boxes

				Activity		Restoration Thinning

				Activity		Ecological Thinning

				Activity		Land Clearing

				Activity		Aquatic/Riparian Restoration

				Activity		Trail Construction

				Activity		Road Decommissioning

				Activity		Roadside Brushing

				Activity		Road Grading/Ditching

				Activity		Culvert Replacement/Maintenance

				Activity		Road Construction

				Activity		Road Surfacing

				Activity		Bridge Repair/Construction

				Activity		Powerline R/W Maintenance

				Activity		Fenceline Maintenance

				Activity		Other

						Fixed Position Machines

						Machine_______						May be multiple

						Two fire extinguishers 5BC or better. One mounted inside, one outside.		OK		Check boxes

								Def

						Turbo exhaust or approved spark arrestor		OK		Check boxes

								Def

						Mounted Shovel		OK		Check boxes

								Def

						Mobile Machines

						Machine_______						May be multiple

						Two fire extinguishers 5BC or better. One mounted inside, one outside.		OK		Check boxes

								Def

						Turbo exhaust or approved spark arrestor		OK		Check boxes

								Def

						Mounted Shovel		OK		Check boxes

								Def

						Trucks used for hauling

						Vehicle_______						May be multiple

						One fire extinguisher 5BC or better		OK		Check boxes

								Def

						An approved exhaust		OK		Check boxes

								Def

						Mounted Shovel		OK		Check boxes

								Def

						Passenger or Utility Vehicles

						Vehicle_______						May be multiple

						One fire extinguisher 5BC or better		OK		Check boxes

								Def

						An approved exhaust		OK		Check boxes

								Def

						In the Woods Portable Power Saws

						One 8 Oz Chemical fire extinguisher with operator		All OK		Check Boxes

								One or more deficient

						An approved exhaust system		All OK		Check Boxes

								One or more deficient

						A shovel within 2 minutes round trip of the operator		All OK		Check Boxes

								One or more deficient

						Landings Portable Power Saws (or in areas free of vegetation)

						An approved exhaust system		All OK		Check Boxes

								One or more deficient

						Any Spark Emitting Engines Not Used For Purposes Above (i.e., generators)

						Engine_______						May be multiple

						An approved exhaust system		OK		Check boxes

								Def

						One fire extinguisher 5BC or better		OK		Check boxes

								Def

						Two 5 gallon backpack pump cans and a fire tool box…

						Pump Cans		OK		Check boxes

								Def

						Fire tool box - Two axes / pulaksis		OK		Check boxes

								Def

						Fire tool box - Three adze eye hoes		OK		Check boxes

								Def

						Fire tool box - Three shovels		OK		Check boxes

								Def

						Operations with a 300 gallon pump truck or trailer…

						Min. 500 ft of 1" or 1.5" cotton or synthetic hose		OK		Check boxes

								Def

						One shutoff nozzle		OK		Check boxes

								Def

						At least 20 ft of suction hose with strainer		OK		Check boxes

								Def

						Sufficient fuel to operate pump for at least three hours		OK		Check boxes

								Def

						One grease gun with grease if pump requires lubrication		OK		Check boxes

								Def

						Extra washers for each hose size		OK		Check boxes

								Def

						At least one spanner wrench for hose		OK		Check boxes

								Def

						1/4 turn adapters to connect to SPU and DNR hose		OK		Check boxes

								Def

						Reducer if two different size hoses are used		OK		Check boxes

								Def

						If pump is operated by an engine other than the truck engine…



						-Two qrts crankcase oil if required for pump engine		OK		Check boxes

								Def

						-Two extra starter ropes		OK		Check boxes

								Def

						-Extra spark plugs 		OK		Check boxes

								Def

						-Spark plug wrench		OK		Check boxes

								Def

						-Slip joint pliers		OK		Check boxes

								Def

						-Crescent wrench		OK		Check boxes

								Def

						Tailblocks

						Cleared 6 feet in all directions		OK		Check boxes

								Def

						Five gallon backpack pump can filled with water		OK		Check boxes

								Def

						One shovel and pulaski		OK		Check boxes

								Def

						Watchman requirement

								OK		Check boxes

								Def





ICS201



						INCIDENT BRIEFING

				Component		Field Label		Options

				Project		Incident Name:

				date		Date Prepared:

				date		Time Prepared:

				Loc		Map Sketch:

				People		Prepared by (name and position):

				ICS		Summary of Current Actions:

				People		Current Organization:																		4 page document

						Resources Summary

				Asset		Resources Ordered:

				Asset		Resource Identification:

				date		ETA:

				date		On Scene:

				Loc		Location/Assignment:





ICS202



						INCIDENT OBJECTIVES

				Component		Field Label		Options

				Project		Incident Name:

				date		Date:

				date		Time:

				date		Operational Period (Date/Time):

				ICS		General Control Objectives for the Incident (Include Alternatives):

				Wx		Weather Forecast for Operational Period:

				ICS		General Safety Message:

						Attachments (check if attached)

				Attach		Organization List (ICS203)		Check Boxes

				Attach		Assignment List (ICS204)

				Attach		Communications Plan (ICS205)

				Attach		Medical Plan (ICS 206)

				Attach		Incident Map

				Attach		Traffic Plan

				Attach		Weather Forecast

				Attach		Other

				People		Prepared By (Planning Section Chief):

				People		Approved By (Incident Commander):





ICS203



						ORGANTIZATION ASSIGNMENT LIST

				Component		Field Label		Options		SubOptions

				Project		Incident Name:

				date		Date Prepared:

				date		Time Prepared:

				Loc		Operational Period (Date/Time):

						INCIDENT COMMAND AND STAFF

				People		Incident Commander:

				People		Deputy:

				People		Safety Officer:

				People		Information Officer:

				People		Liaison Officer:

						AGENCY REPRESENTATIVES

				People		Agency :

				People		Name:

						PLANNING SECTION

				People		Chief:

				People		Deputy:

				People		Resources Unit:

				People		Situation Unit:

				People		Documentation Unit:

				People		Demobilization Unit:

				People		Technical Specialists:

						LOGISTICS SECTION

				People				Chief

				People				Deputy

				People		Support Branch		Director

				People				Supply Unit

				People				Facilities Unit

				People				Ground Support Unit

				People		Service Branch		Director

				People				Communications Unit

				People				Medical Unit

				People				Food Unit

						OPERATIONS SECTION

				People				Chief

				People				Deputy

				People		Branch I-Divisions/Groups		Branch Director		May be multiple

				People				Deputy

				People				Division/Group

				People		Branch II-Divisions/Groups		Branch Director

				People				Deputy

				People				Division/Group		May be multiple

				People		Branch III-Divisions/Groups		Branch Director

				People				Deputy

				People				Division/Group		May be multiple

				People		Air Operations Branch		Air Operations Br. Dir.

				People				Air Tactical Group Sup.

				People				Air Support Group Sup.

				People				Helicopter Coordinator

				People				Air Tanker/Fixed Wing Crd.

				People		FINANCE /ADMINISTRATION SECTION

				People		Chief:

				People		Deputy:

				People		Time Unit:

				People		Procurement Unit:

				People		Compensation/claims Unit:

				People		Cost Unit:

				People		Prepared By (Resources Unit):

				People





ICS204



						ASSIGNMENT LIST

				Component		Field Label		Options

				People		Branch:

				People		Division/Group:

				Project		Incident Name:

				date		Operational Period:		Date

				date				Time

				People		Operational Personnel:		Operations Chief

				People				Branch Director

				People				Division/Group Supervisor

				People				Air Tactical Group Supervisor

				ICS		Resources Assigned to this Period:		Strike Team/Task Force/Resource Designator

				ICS				EMT

				ICS				Leader

				ICS				Number Persons

				ICS				Trans. Needed

				date				Pickup PT./Time

				date				Drop Off Pt./Time

				People		Control Operations:

				ICS		Special Instructions:

				ICS		Division/Group Communications Summary:		Function - Command

				ICS				Function - Local Repeat

				ICS				Frequency

				ICS				System

				ICS				Channel

				ICS				Division/Group Tactical

				ICS				Function - Support

								Function - Local Repeat

								Frequency

								System

								Channel

								Ground to Air

				People		Prepared By (Resource Unit Leader):

				People		Approved By (Planning Sect. Ch.):

				date		Date:

				date		Time:





ICS205



						INCIDENT RADIO COMMUNICATIONS PLAN

				Component		Field Label		Options

				Project		Incident Name:

				date		Date/Time Prepared:

				date		Operational Period Date/Time:

						Basic Radio Channel Utilization

				Asset		System/Cache:

				Asset		Channel:

				Asset		Function:

				Asset		Frequency/Tone:

				Asset		Assignment:

				Asset		Remarks:

				People		Prepared By (Communications Unit):





ICS206



						MEDICAL PLAN

				Component		Field Label		Options		SubOptions

				Project		Incident Name:

				date		Date Prepared:

				date		Time Prepared:

				date		Operational Period:

				ICS		Incident Medical Aid Station:		Medical Aid Stations

				Loc				Location

				ICS				Paramedics		Y/N

						Transportation

				People		Ambulance Services		Name

				People				Address

				People				Phone

				People				Paramedics		Y/N

				People		Incident Ambulances		Name

				People				Location

				People				Paramedics		Y/N

				People		Hospitals:		Name

				People				Address

				date				Travel Time		Air

				date						Ground

				People				Phone

				ICS				Helipad		Y/N

				ICS				Burn Center		Y/N

				ICS		Medical Emergency Procedures:

				People		Prepared by (Medical Unit Leader):

				People		Reviewed By (Safety Officer):





ICS207



				ORG CHART

				Field Label		Options

				Incident Name:

				Operational Period:

				Date:

				Time:









ICS209



						INCIDENT STATUS SUMMARY

				Component		Field Label		Options

				date		Date/Time:

				ICS		Initial		Check Boxes

				ICS		Update

				ICS		Final

				Project		Incident Name:

				Project		Incident Number:

				People		Incident Commander:

				People		Jurisdiction:

				People		County:

				Project		Type Incident:

				Loc		Location:

				date		Started (date):

				date		Started (time):

				ICS		Cause:

				ICS		Area Involved:

				ICS		% Controlled:

				date		Expected Containment Date/Time:

						Estimated Controlled Date/Time:

				date		Declared Controlled Date/Time:

				ICS		Current Threat:

				ICS		Control Problems:

				ICS		Est. Loss:

				ICS		Est. Savings:

				ICS		Injuries:		Is this a quantity?

				ICS		Deaths:

				ICS		Line Built:		Y/N?
Distance?

				ICS		Line to Build:

				Wx		Current Weather:		WS

				Wx				WD

				Wx				Temperature

				Wx				RH

				Wx		Predicted Weather:		WS

				Wx				WD

				Wx				Temperature

				Wx				RH

				Project		Cost to Date:

				Project		Est. Total Cost:

						Agencies

						Resources:

						Engines		May be multiple

						Dozers

						Number of crews

						Number of crew personnel

						Helicopters

						Air Tankers

						Truck Cos.

				ICS		Rescue/Med.

				ICS		Water Tenders

				ICS		Overhead Personnel

						Total Personnel

				People		Cooperating Agencies:

				People		Remarks:

				People		Prepared By:

				People		Approved By:

				date		Sent To:		Date

				date				Time

				People				By





ICS210



						RESOURCE STATUS CHANGE

				Component		Field Label		Options

				People		Designator Name/ID No.:

				People		Status:		Assigned		Check Boxes

				People				Available

				People				O/S Rest

				People				O/S Mechanical

				People				O/S Manning

				People				ETR

				Loc		Location

				People		Division/Group		From:		To:

				People		Staging Area		From:		To:

				People		Base/ICP		From:		To:

				People		Camp		From:		To:

				ICS		Enroute		From:		To:

				People		Home Agency		From:		To:

				ICS		Messages:

				date		Time:

				ICS		Restat Process:		Check Box





ICS211



						INCIDENT CHECK-IN LIST

				Component		Field Label		Options

				Project		Personnel		Check Boxes (Check one)

				EQ		Engines

				EQ		Helicopters

				People		Handcrew

				EQ		Dozers

				EQ		Aircraft

				Asset		Misc.

				Project		Incident Name:

				People		Check-in Location (complete all that apply):

						Base		Check Boxes (Check all that apply)

						Camp

						Staging Area

						ICP Restat

						Helicase

				People		Date/Time:

						Check-In Information

						Personnel / Equipment

				EQ		Agency:		May be multiple

				EQ		Single:

				EQ		Kind:

				EQ		Type:

				EQ		I.D. No/Name:

				ICS		Order/Request Number:

				date		Date/Time Check-In:

				People		Leader's Name:

				ICS		Total No. Personnel:

				ICS		Manifest (Y/N):

				People		Crew or Individual's Weight:

				People		Home Base:

				ICS		Departure Point:

				ICS		Method of Travel:

				People		Incident Assignment:

				People		Other Qualifications:

				ICS		Sent to RESTAT Time/Int:

				People		Prepared By (Name and Position):





ICS212



						INCIDENT DEMOBILIZATION VEHICLE SAFETY INSPECTION

				Component		Field Label		Options		Suboptions

				Project		Incident Name:

				Project		Order No.:

				Vehicle		Vehicle License No.:

				Vehicle		Agency:

				Vehicle		Reg/Unit:

				Vehicle		Type (Eng., Bus, Sedan):

				Vehicle		Odometer Reading:

				Vehicle		Veh. ID No.:

				Vehicle		Inspection Items:

				Vehicle		Gauges & Lights		Pass/Fail		Comments

				Vehicle		Seat Belts		Pass/Fail		Comments

				Vehicle		Glass and Mirrors		Pass/Fail		Comments

				Vehicle		Wipers and Horn		Pass/Fail		Comments

				Vehicle		Engine Compartment		Pass/Fail		Comments

				Vehicle		Fuel System		Pass/Fail		Comments

				Vehicle		Steering		Pass/Fail		Comments

				Vehicle		Brakes		Pass/Fail		Comments

				Vehicle		Drive Line U-joints		Pass/Fail		Comments

				Vehicle		Springs and Shocks		Pass/Fail		Comments

				Vehicle		Exhaust System		Pass/Fail		Comments

				Vehicle		Frame		Pass/Fail		Comments

				Vehicle		Tires and Wheels		Pass/Fail		Comments

				Vehicle		Coupling Devises		Pass/Fail		Comments

				Vehicle		Emergency Exit (Buses)		Pass/Fail		Comments

				Vehicle		Pump Operation		Pass/Fail		Comments

				Vehicle		Damange on Incident		Pass/Fail		Comments

				Vehicle		Other		Pass/Fail		Comments

				ICS		Additional Comments:

				date		Hold For Repairs:		Date

				date				Time

				People				Inspector Name (Print)

				People				Inspector Signature

				date		Release:		Date

				date				Time

				People				Operator Name (Print)

				People				Operator Signature

								 





ICS213



						GENERAL MESSAGE

				Component		Field Label		Options

				People		To:

				People		Position:

				People		From:

				People		Position:

				ICS		Subject:

				date		Date:

				date		Time:

				ICS		Message:

				People		Signature:

				People		Position:

				ICS		Reply:

				date		Date:

				date		Time:

				People		Signature/Position:





MechKey



						MECHANICAL KEY APPLICATION

				Component		Field Label		Options

				date		Date:

				asset		Replace Key:		Check Boxes

				People		Employee:

				People		Vendor/Contractor:

				Peiople		TES/Intern:

				MechKey		Reason for Replacement:

						Last name:

						First Name:

						M.I.

						Low Org:

				People		Division/Section:

				People		Job Title:

				Location		Facility Site/Bldg

				Location		Home Floor/Area

				People		Employee #:

				People		E-Team:		Check Boxes

				People		L-Team:

				People		Work Telephone:

				People		Mobile Phone:

				People		Pager Number:

				People		Supervisor: 		Name

				People				Phone #

				People				Location

				People				Email Address

				People				Signature

				Location		LOCATION		DOORS		REASON		TIMES

				Location		OCC/NOC

				Location		WQL

				Location		DWW

				Location		Watershed

				Location		FIELD

				Location		Other

				People		Owner-Operator Signature Required:		May be multiple

				date		Date:

				date

				MechKey





MicroBioCOC



						CHAIN OF CUSTODY RECORD

				Component		Field Label		Options

				People		Name:

				People		Address:

				People		Telephone:

				Project		Charge #:

				People		Submitter name:

				People		Signature:

				MicroBioCOC		PWS ID #:

				MicroBioCOC		Source #:

				MicroBioCOC		Repeat		Check Boxes

				MicroBioCOC		Routine

				MicroBioCOC		New Main

				MicroBioCOC		Main Break

				MicroBioCOC		Cust. Call

				MicroBioCOC		Other

				date		Sample Date:

				date		Sample Time:

				People		Sampler:

				LOC		Location:

				MicroBioCOC		Lab Sample #:

				MicroBioCOC		Field Data:		Field Chlorine

				MicroBioCOC				Field pH

				MicroBioCOC				Field Temperature

				MicroBioCOC				Field Turbidity

				MicroBioCOC		Testing Parameters:		P/A		Check Boxes

				MicroBioCOC				MPN

				MicroBioCOC				FC

				MicroBioCOC				HPC

				MicroBioCOC				Other

				MicroBioCOC		Results:		Total Coliform/E. Coli		Presense/Absence

				MicroBioCOC						Most Probable Number (MPN)

				MicroBioCOC				Fecal Coliform (CFU/100mL)

				MicroBioCOC				Heterotrophic Plate (CFU/100ml)

				MicroBioCOC				Other

				MicroBioCOC		Comments:

				MicroBioCOC		Total # of Containers:

				MicroBioCOC		Travel Temp:

				People		Relinguished By:		Printed Name

				People				Signature

				date				Date

				People		Received By:		Printed Name

				People				Signature

				date				Date

				MicroBioCOC		Faxed:		Check Boxes

				MicroBioCOC		Email:

				People		Results Sent By:

				date		Date:

				date		Time:





MntResPtCare



						MOUNTAIN RESCUE PATIENT CARE RECORD

				Component		Field Label		Options		SubOptions

						PATIENT

				People		Name:

				People		DOB:

				People		Weight:

				People		Sex:

				People		Email:

				People		Phone:

						HISTORY

				People		Chief Complaint:

				People		Mechanism of Injury/History of Illness:

				People		Allergies:

				People		Medications:

				People		Pertinent Medical History:

				People		Last Ins and Outs:

				People		Events Leading to Incident/Prior Care:

						MISSION

				MntResPtCare		Dem #:

				LOC		Location:

				date		Time of Injury/Illness:

				date		Time of Initial Call:

				date		Time First Responder on Scene:

				date		Time Patient Care Started:

				People		Provider 1:

				People		Provider 2:

				People		Provider 3:

				MntResPtCare		Number of Patients:

						Activity

				MntResPtCare		Hiking		Check Boxes

				MntResPtCare		Climbing

				MntResPtCare		Skiing

				MntResPtCare		Other:

						OPERATIONS

						Other Agencies Involved

				People		Fire		Check Boxes

				People		Watershed

				People		SAR

				MntResPtCare		Did any helicopter fly to assist:		Y/N

				MntResPtCare		Rigging Used:		Y/N

						Means of removal

				MntResPtCare		Walk		Check all that apply

				MntResPtCare		Litter

				MntResPtCare		Raise

				MntResPtCare		Lower

				MntResPtCare		Hoist

				MntResPtCare		Other

						Actions Taken

				MntResPtCare		Physical Exam		Check all that apply

				MntResPtCare		Extremity Splint

				MntResPtCare		Packaging in Litter

				MntResPtCare		Warming

				MntResPtCare		Food/Water

				MntResPtCare		Clothing

				MntResPtCare		Wound Care

				MntResPtCare		Full Body Vaccum Splint

				MntResPtCare		Assist Other Agency Care Provider

				MntResPtCare		Other

						BASIC VITALS

				date		Time

				People		Blood Pressure

				People		Pulse

				People		Respirations

				People		Skin

						EMT VITALS

				People		Temp:

				People		Lung Sounds:

				People		Glucose:

				People		SPO2:

						Glasgow Coma Scale

				People		E =

				People		V =

				People		M =

				MntResPtCare		NARRATIVE

						PATIENT HANDOVER

				date		Time:

				MntResPtCare		Agency:

				MntResPtCare		POV		Check Boxes

				MntResPtCare		BLS Ambulance

				MntResPtCare		ALS Ambulance

				MntResPtCare		Helicopter

				People		Provider Signature:

				date		Date:





Non-RoutineTurb



						NON-ROUTINE TURBIDITY SAMPLING

				Component		Field Label		Options

				People		Inspector:

				date		Date:

				NonRoutineTurb		Reason/Purpose:

				LOC		Location:

				date		Time:

				Turbidity		NTUs:

				date		Date:

				Turbidity		Ints:





Piez



						CEDAR MORAINE MONITORING: PIEZOMETERS

				Component		Field Label		Options

						Name:

				People		Date:

				date		PIEZOMETERS

				Asset		Well Number:

				LOC		Well Location:

				Piez		Download?:		Y/N

				date		Time:

				Piez		Comments:

						WELLS

				Asset		Well Number:

				LOC		Well Location:

				Piez		Tape:

				date		Time:

				Piez		Comments:

				Asset		STAFF GAGES

				Asset		Height:

				date		Time:

				Piez		Comments:





Incident



						INCIDENT REPORT

				Component		Field Label		Options

				Incident		Crime Class/Degree:		Drop-down

				Incident		Attempted:		Check Box

				Incident		Count:

				Incident		Type:

				Incident		Method of Reporting:		Drop-down

				Incident		Alarm:		Check Boxes

				Incident		Damage:

				Incident		Fire:

				Incident		Injury:

				Incident		Theft:

				Incident		Report Synopsis/Overview:

				date		Incident Discovered/Called in at:		Date

				date				Time

				date		Incident Occurred Between:		Date

				date				Time

				date		And:		Date 

				date				Time

				LOC		Location:

						Specific Location

				LOC		Street Number:

				LOC		Direction:

				LOC		Street Name:

				LOC		Street Type:

				LOC		Apt./Ste.:

				LOC		City:

				LOC		State:

				LOC		Zip:

				LOC		Country:

				Incident		Related Event:

				People		Manager/Supervisor on Duty:

				People		Manager/Supervisor Notified:





RSL COC



						RSL CHAIN OF CUSTODY RECORD

				Component		Field Label		Options

				People		Name:

				People		Address:

				People		Tel:

				People		Job/PO#:

				People		Sampler(s):

				People		Signature(s):

						SAMPLE

				date		Sample Date:		Could be multiple

				date		Time Collected:

				LOC		Location:

				RSL-COC		Sample Number:

						Testing Parameters

				RSL-COC		Enterococcus by MPN:

				RSL-COC		Fecal Coliform by Membrane Filtration:

				RSL-COC		Field Temperature:

				RSL-COC		Total Coliform/E-Coli MPN by Colilert:

				RSL-COC		Number of Containers:

				RSL-COC		Comments:

						Total Number of Containers:

						Relinguished By

				People		Signature:		May be two

				People		Printed Name:

				date		Date:

				date		Time:

				People		Company:

						Received By

				People		Signature:		May be two

				People		Printed Name:

				date		Date:

				date		Time:

				People		Company:





SAIDCard



						COS EMPLOYEE SAID CARD APPLICATION

				Component		Field Label		Options

						Date:

				SAID		New Request:		Check One

				SAID		Update Access:

				SAID		TES/Intern (6 months):

				SAID		TES/Intern (12 months):

				SAID		Replace (Broken):

				SAID		Replace (Lost/Stolen):

				People		Card Number:

				People		E-Team:		Check Boxes

				People		L-Team:

				People		Applicant's Last Name:

				People		Applicant's First Name:

				People		Applicant's Middle Initial:

				People		Low Org. # (WS):

				People		Home Office Location:

				People		Home Floor/Area:

				People		Employee ID #:

				People		Work Phone:

				People		Mobile Phone or Email:

				People		Supervisor Name:

				People		Supervisor Signature:

				date		5a-7p M-F:

				date		24/7:

				date		Other:

				date		Location:

				date		Area/Floor:

				date		Reason:

				date		Owner/Operator Signature:

				5a-7p M-F		24/7		Other		Location		Area/Floor		Reason		Owner/Operator Signature













Snow



						FEDERAL-STATE-PRIVATE COOPERATIVE SNOW SURVEYS

				Component		Field Label		Options

				LOC		Snow Course:

				LOC		Drainage Basin:

				LOC		State:

				People		Sampler:

				People		Note Taker:

				date		Date:

				date		Time Began:

				date		Time Ended:

						SAMPLE DATA

				SnoTel		Sample Number:		May be multiple

				SnoTel		Depth of Snow (inches):

				SnoTel		Length of Core (inches):

				SnoTel		Weight of Tube and Core:

				SnoTel		Weight of Empty Tube:

				SnoTel		Water Content Inches:

				SnoTel		Density Percent:

				SnoTel		Remarks:

				SnoTel		No. of Tube Sections Used:

				SnoTel		Was Driving Wrench Used?:

				SnoTel		No. of sheets:

				People		Comp. By:

				People		Checked By:

						SAMPLING CONDITIONS

						Weather at Time of Sampling

				WX		Clear		Check all that apply

				WX		Partly Cloudy

				WX		Overcast

				WX		Raining

				WX		Snowing

				WX		Blowing

				WX		Freezing

				WX		Thawing

						Snow Conditions at Snow Course

				Snotel		Snow Samples Obtained With:		Ease		Check Boxes

				Snotel				Moderate Difficulty

				Snotel				Extreme Difficulty

				Snotel		Ground Under Snow:		Frozen		Check Boxes

				Snotel				Not Frozen

				Snotel				Dry

				Snotel				Damp

				Snotel				Wet (Saturated)

				Snotel		Ice Layer on Ground?:		Y/N

				Snotel		How Thick (inches)?:

				Snotel		How Many Inches of New Snow at Snow Course?:

				Snotel		Depth to First Snow Crust (inches):

				Snotel		Ice Layers in Snow Pack?:		Y/N

				Snotel		If Yes, Depth From Surface (Inches):

						General Conditions

				Snotel		Snow on Ground at HQ Office:		Y/N

				Snotel		Inches:

				LOC		Name & Location of HQ Office:

				WX		Air Temperature (in Known):

				Snotel		If at Aerial Marker, Record Snow Depth (Inches):

				Snotel		Precipitation Data

				Snotel		Station Name:

						Current

				date		Date:

				Snotel		Reading:

				Snotel		Dipstick:		Check Boxes

				Snotel		Weight:

						Previous

				date		Date:

				Snotel		Reading:

				Snotel		Dipstick:		Check Boxes

				Snotel		Weight:

				Snotel		Catch, Inches:

				Snotel		After Recharge:

				Snotel		Scale Adjusted to Zero:		Y/N

				Snotel		Remarks:





SpillReport



						HAZARDOUS MATERIALS SPILL REPORT

				Component		Field Label		Options

				LOC		Location:

				date		Date:

				date		Time:

				People		Person Reporting Spill:

				People		Phone:

				People		Person in Charge on Scene:

				People		Phone:

				Spill		Material Involved:

				Spill		Quantity:

				Spill		Source/Cause of Spill:

				Spill		Injuries or Potential Threat to Human Safety:		Y/N

				LOC		SPU Facilities/Operations Affected:

				LOC		Name/Location of Threatened Natural Resource:

						Contamination of

				Spill		Soil		Check Boxes

				Spill		Water Bodies

				Spill		Drains

				Spill		Streets

				Spill		Plants

				Spill		People

				Spill		Vehicles/Equip

				Spill		Other

				Spill		Estimate Affected Area:

						Other Agencies on Scene

				Spill		Seattle Fire		Check Boxes

				Spill		Seattle Police

				Spill		S-DOT

				Spill		Ecology

				Spill		Public Health

				Spill		DPD

				Spill		Other

				Spill		Response Actions Taken:

				Spill		SPU Spill Coordinator Called Out:		Check Box

				Spill		Response Actions Planned:

						Person Completing This Report

				People		Name:

				People		Phone:





Violation



						SPU VIOLATION NOTICE

				Component		Field Label		Options

				date		Date:

				date		Time:

				LOC		Location:

				Vehicle		Vehicle License:

				Vehicle		VIN #:

				Vehicle		State:

				Vehicle		Make:

				Vehicle		Model:

				Vehicle		Color/Year:

						Comments:

						VIOLATION

				Permit		Parking After Hours		Check All That Apply

				Permit		Illegal Parking

				Permit		Unauthorized Driver

				Permit		Unauthorized Crew Member

				Permit		Unauthorized Vehicle

				Permit		Unauthorized Location

				Permit		Unauthorized Date/Time Entry

				Permit		Unauthorized Activity

				Permit		Expired Driver's License

				Permit		Expired Insurance

				Permit		Expired Vehicle Tags

				Permit		Unsafe Speed

				Permit		IFPL Violation

				Permit		Sanitation Violation

				Permit		Wrong Permit Displayed

				Permit		Expired Permit

				Permit		Revoked Permit

				Permit		Suspended Permit

				Permit		Vehicle Towed:		Y/ N

				People		Officer:





Weather



						WEATHER

				Component		Field Label		Options

				date		Date:

				date		Day of Week:

						Temperature (24 hr period)

				WX		Max:

				WX		Min:

				WX		Observ:

						Precipitation (24 hour amounts)

				WX		Rain, Melted Snow (In & Hundredths):

				WX		Snow, Ice Pellets or Hail:		New

				WX		Snow, Ice Pellets or Hail:		Accumulated on Ground

				WX		Weather:

				WX		Wind:

				WX		Wind at Dam:

						Masonry Pool (SCL Digital Readout)

				Asset		Recording:

				Asset		Time:

				Asset		Dam Staff Gauge:

				Asset		Overflow Dike:

				Asset		Rattlesnake Lake Elevation:





Rope

				Field Label		Options





Permit



						CEDAR RIVER WATERSHED VEHICLE ACCESS PERMIT

				Component		Field Label		Options

				Permit		Number:

						Valid Dates

				date		From:

				date		To:

						Valid Days

						M		Check Boxes

						Tu

						W

						Th

						F

						Sa

				date		Su

						Valid Hours

				date		From:

						To:

						Applicant/Org Info

				People		Org Name:

				People		Org Type:

				People		Applicant Name:

				People		Contact Phone:

						Driver/Vehicle Info

				People		Driver's Full Name:

				People		Employer:

				People		Driver's License #:

						Vehicle Make:

						Vehicle Color:

						Vehicle License #:

						Activity Information

				People		WMD Sponsor:

				People		Sponsor Phone:

				Loc		Jobsite Location:		Drop down?

				Loc		Access Points:

						Issuing Info

				People		Permit Issued by:

				Asset		Access Devices:		Drop down?

						Signature:

						Date:









Emergency Notebook





Fire Resource Manual





RawData

				Form		Component		Field Label		Options		SubOptions		Type

				FireReporting		PEOPLE		Name

				FireReporting		DATE		Date

				FireReporting		DATE		Time

				FireReporting		LOC		Township

				FireReporting		LOC		Range

				FireReporting		LOC		Section

				FireReporting		FIRE		FIRE DESCRIPTION

				FireReporting		FIRE		Size

				FireReporting		FIRE		Fuel Type		Grass

				FireReporting		FIRE		Fuel Type		Brush

				FireReporting		FIRE		Fuel Type		Re-prod

				FireReporting		FIRE		Fuel Type		Mature Forest

				FireReporting		FIRE		Fuel Type		Old Growth

				FireReporting		FIRE		Fuel Type		Slash

				FireReporting		FIRE		Character of Fire		Smoldering

				FireReporting		FIRE		Character of Fire		Creeping

				FireReporting		FIRE		Character of Fire		Running

				FireReporting		FIRE		Character of Fire		Crowning

				FireReporting		FIRE		Character of Fire		Spotting

				FireReporting		WX		Wind Speed (mph) & Direction

				FireReporting		LOC		Slope Exposure		North

				FireReporting		LOC		Slope Exposure		South 

				FireReporting		LOC		Slope Exposure		East 

				FireReporting		LOC		Slope Exposure		West

				FireReporting		FIRE		% Slope (est. in 10% increments)

				FireReporting		FIRE		Position on slope		Top

				FireReporting		FIRE		Position on slope		Upper half

				FireReporting		FIRE		Position on slope		Mid-slope

				FireReporting		FIRE		Position on slope		Lower half

				FireReporting		FIRE		Position on slope		Bottom

				FireReporting		FIRE		Adjacent Fuels		Grass

				FireReporting		FIRE		Adjacent Fuels		Brush

				FireReporting		FIRE		Adjacent Fuels		Re-prod

				FireReporting		FIRE		Adjacent Fuels		Mature forest

				FireReporting		FIRE		Adjacent Fuels		Old growth

				FireReporting		FIRE		Adjacent Fuels		Slash

				SAR1Notice		PEOPLE		Person Receiving Report

				SAR1Notice		DATE		Date Received

				SAR1Notice		DATE		Time Received

				SAR1Notice		PEOPLE		Informant Name & Contact Info

				SAR1Notice		SAR		Method of Report (phone, person, etc.)

				SAR1Notice		PEOPLE		Name of Missing Person (if known)

				SAR1Notice		DATE		Data & Time Last Seen

				SAR1Notice		SAR		Circumstances of Loss

				SAR1Notice		PEOPLE		Initial Planning Point (IPP)

				SAR1Notice		LOC		Point Last Seen(PLS)

				SAR1Notice		LOC		Last Known Point (LKP)

				SAR1Notice		SAR		What Does Informant Think Happened

				SAR1Notice		SAR		What Does Informant Want Done

				SAR1Notice		SAR		Instructions to Informant

				SAR2MissingPerson		PEOPLE		Name

				SAR2MissingPerson		PEOPLE		Male / Female

				SAR2MissingPerson		PEOPLE		Age

				SAR2MissingPerson		LOC		Address

				SAR2MissingPerson		PEOPLE		Physical Description

				SAR2MissingPerson		SAR		Clothing Worn

				SAR2MissingPerson		EQUIPMENT		Equipment Carried

				SAR2MissingPerson		SAR		Capability/Health

				SAR2MissingPerson		SAR		Habits/Hobbies/Interests/Likely Activity

				SAR2MissingPerson		SAR		Previous Relevant History

				SAR2MissingPerson		SAR		Category

				SARBABriefingChecklist		SAR		Information to Share With Searchers Prior to Deployment

				SARBABriefingChecklist		SAR		Incident Summary		Subject Desc and Lost Subject Profile

				SARBABriefingChecklist		SAR		Incident Summary		Actions to Date

				SARBABriefingChecklist		SAR		Incident Summary		Clues Found

				SARBABriefingChecklist		SAR		Incident Summary		Terrain

				SARBABriefingChecklist		SAR		Incident Summary		Weather

				SARBABriefingChecklist		SAR		Incident Summary		Safety

				SARBABriefingChecklist		SAR		Incident Summary		Press

				SARBABriefingChecklist		SAR		Incident Summary		Family

				SARBABriefingChecklist		SAR		Incident Summary		Action to Take if Subject Found

				SARBABriefingChecklist		SAR		Incident Summary		Rescue and Medical Plans

				SARBABriefingChecklist		PEOPLE		Assignment

				SARBABriefingChecklist		SAR		Type of Subject to Base Tactics on		Mobile/responsive

				SARBABriefingChecklist		SAR		Type of Subject to Base Tactics on		Mobile/unresponsive

				SARBABriefingChecklist		SAR		Type of Subject to Base Tactics on		Immobile/responsive

				SARBABriefingChecklist		SAR		Type of Subject to Base Tactics on		Immobile/unresponsive

				SARBABriefingChecklist		SAR		Transportation To and From Assignment

				SARBABriefingChecklist		EQUIPMENT		Needed Personal Equipment

				SARBABriefingChecklist		EQUIPMENT		Needed Team Equipment

				SARBABriefingChecklist		PEOPLE		Team and Base Radio Call Signs

				SARBABriefingChecklist		PEOPLE		Radio Frequency(s) & Telephone Numbers

				SARBABriefingChecklist		DATE		Expected Time of Return

				SARBABriefingChecklist		SAR		Where and To Whom To Report Upon Return, for Debriefing

				AISInspection		PROJECT		Project Name

				AISInspection		LOC		Work Location

				AISInspection		PEOPLE		Contractor Contact Name and Phone

				AISInspection		PEOPLE		SPU Project Manager (if applicable)

				AISInspection		EQUIPMENT		Equipment Description

				AISInspection		EQUIPMENT		How Many?

				AISInspection		EQUIPMENT		Classification Type		New-Protected

				AISInspection		EQUIPMENT		Classification Type		New-Unprotected

				AISInspection		EQUIPMENT		Classification Type		Used-Sandblasted/Painted

				AISInspection		EQUIPMENT		Classification Type		Used

				AISInspection		EQUIPMENT		Classification Type		Dive Gear

				AISInspection		EQUIPMENT		Classification Type		Felt Boots

				AISInspection		EQUIPMENT		Classification Type		Sensitive/Scientific

				AISInspection		EQUIPMENT		Ballast or Bilge Tanks Present?		Yes

				AISInspection		EQUIPMENT		Ballast or Bilge Tanks Present?		No

				AISInspection		LOC		Water Body Name

				AISInspection		LOC		Location

				AISInspection		DATE		Date Range of Use

				AISInspection		AIS		Risk Category (SPU Use Only)

				AISInspection		PEOPLE		Name (Printed)

				AISInspection		PEOPLE		Signature

				AISInspection		DATE		Date

				AISInspection		AIS		(SPU Use Only)

				AISInspection		PEOPLE		History Log Reviewed By

				AISInspection		PEOPLE		Decontamination Procedure Completed By

				AISInspection		PEOPLE		Final Inspection & Approval For Use By

				AISInspection		PERMIT		Watershed Permit #

				WellLog		DATE		Date

				WellLog		DATE		Time

				WellLog		ASSET		Pump House Water Meter Reading (10ft3)

				WellLog		ASSET		24 hr Daily Water Usage (gal)

				WellLog		ASSET		NaOCL Aolution Tank Volume (gal)

				WellLog		ASSET		24 hr Daily NaOCL Used (gal)

				WellLog		ASSET		CL2 Dose (ppm)

				WellLog		ASSET		Cl2 Residual at Well House (ppm)

				WellLog		ASSET		Cl2 Residual at CF-2 Ed Ctr (ppm)

				WellLog		ASSET		Solution Tank Filled?

				WellLog		ASSET		Amount Bleach Added (mL)

				WellLog		ASSET		Amount Water Added (gals)

				WellLog		ASSET		Pump Setting (%Stroke)

				WellLog		ASSET		Remarks (pump adj, maint, anything unusual)

				WellLog		PEOPLE		Op.

				DailyLog		PEOPLE		Name

				DailyLog		DATE		Date

				DailyLog		EQUIPMENT		Vehicle

				DailyLog		EQUIPMENT		Mileage Start

				DailyLog		EQUIPMENT		Mileage End

				DailyLog		DATE		Time

				DailyLog		ACTIVITY		Action

				DailyLog		ACTIVITY		Details

				DailyLog		DATE		Time

				DailyLog		ACTIVITY		Specific Details

				DailyLog		ACTIVITY		Details

				DailyLog		DATE		Time

				DailyLog		ACTIVITY		Data Monitoring

				DailyLog		ACTIVITY		Details

				TimeOff		PEOPLE		Employee Name		Drop down?

				TimeOff		PEOPLE		Type of Request		Drop down?

				TimeOff		PEOPLE		Total Hours

				TimeOff		DATE		Dates		From

				TimeOff		DATE		Dates		To

				TimeOff		PEOPLE		Scheduler Approval Name		Name

				TimeOff		DATE		Scheduler Approval Date		Date

				TimeOff		APPROVE		Scheduler Approval Approved 		Approved 

				TimeOff		APPROVE		Scheduler Approval Denied		Denied

				TimeOff		PEOPLE		Coverage Drop down?		Drop down?

				TimeOff		PEOPLE		Manager Approval Name		Name

				TimeOff		DATE		Manager Approval Date		Date

				TimeOff		APPROVE		Manager Approval Approved 		Approved 

				TimeOff		APPROVE		Manager Approval Denied		Denied

				FireTeamCallOut		DATE		Date

				FireTeamCallOut		FIRE		Page Time

				FireTeamCallOut		FIRE		Incident Name

				FireTeamCallOut		LOC		Location

				FireTeamCallOut		FIRE		Notes

				FireTeamCallOut		PEOPLE		Form Completed By

				FireTeamCallOut		FIRE		Chosen		Check box

				FireTeamCallOut		PEOPLE		Team Member

				FireTeamCallOut		FIRE		Responded?		Y/N

				FireTeamCallOut		FIRE		Available?		Y/N

				FireTeamCallOut		FIRE		Response Time

				FireTeamCallOut		APPROVE		Approved? 		Y/N

				FireTeamCallOut		APPROVE		Approval Time

				FireTeamCallOut		APPROVE		Notes

				CAPSObservation		PERMIT		Access Permit #

				CAPSObservation		PEOPLE		Officer

				CAPSObservation		DATE		Date

				CAPSObservation		DATE		Time

				CAPSObservation		LOC		Location

				ComplexMeterRead		DATE		Date

				ComplexMeterRead		ASSET		Meter Location		Drop down?

				ComplexMeterRead		ASSET		Reading

				ComplexMeterRead		ASSET		Monthly Use (gal)

				ComplexMeterRead		REPORT		(YTD?) Running Average Use by Location

				CulturalFieldDiscovery		PEOPLE		Reported By

				CulturalFieldDiscovery		PEOPLE		Phone

				CulturalFieldDiscovery		PEOPLE		Discovered By

				CulturalFieldDiscovery		PEOPLE		Supervisor 		of which?

				CulturalFieldDiscovery		DATE		Discovery Date

				CulturalFieldDiscovery		DATE		Date Reported

				CulturalFieldDiscovery		LOC		Discovery Location		Drop down

				CulturalFieldDiscovery		LOC		GPS?

				CulturalFieldDiscovery		LOC		Township

				CulturalFieldDiscovery		LOC		Range

				CulturalFieldDiscovery		LOC		Section

				CulturalFieldDiscovery		LOC		1/4 Section

				CulturalFieldDiscovery		LOC		Location Description

				CulturalFieldDiscovery		CULTURE		Resource Type		Surface Resource

				CulturalFieldDiscovery		CULTURE		Resource Type		Burried Resource

				CulturalFieldDiscovery		CULTURE		Resource Type		Historic Structure

				CulturalFieldDiscovery		CULTURE		Resource Type		Isolated Artifact

				CulturalFieldDiscovery		CULTURE		Resource Type		Buried Animal Bones

				CulturalFieldDiscovery		CULTURE		Resource Type		Metal

				CulturalFieldDiscovery		CULTURE		Resource Type		Glass/ceramic

				CulturalFieldDiscovery		CULTURE		Resource Type		Brick

				CulturalFieldDiscovery		CULTURE		Resource Type		Stone Artifact(s) (prehistoric)

				CulturalFieldDiscovery		CULTURE		Resource Type		Culturally Modified Tree(s)

				CulturalFieldDiscovery		CULTURE		Resource Type		Other

				CulturalFieldDiscovery		CULTURE		Resource Type Generally Describe

				CulturalFieldDiscovery		CULTURE		Setting		Old-growth Forest

				CulturalFieldDiscovery		CULTURE		Setting		Secondary-growth Forest

				CulturalFieldDiscovery		CULTURE		Setting		Lakeshore

				CulturalFieldDiscovery		CULTURE		Setting		Stream Bank

				CulturalFieldDiscovery		CULTURE		Setting		Road Cut

				CulturalFieldDiscovery		CULTURE		Setting		Erosion Gully

				CulturalFieldDiscovery		CULTURE		Setting		Headquarters Grounds

				CulturalFieldDiscovery		CULTURE		Setting		Clearing/meadow

				CulturalFieldDiscovery		CULTURE		Setting		Project Work Site

				CulturalFieldDiscovery		CULTURE		Setting		Other

				CulturalFieldDiscovery		CULTURE		Seting Generally Describe

				CulturalFieldDiscovery		CULTURE		Describe any recent disturbance or threats to the resource

				CyberKeyCity		PEOPLE		Name (print)						City Employees

				CyberKeyCity		PEOPLE		Department						City Employees

				CyberKeyCity		PEOPLE		Work Location						City Employees

				CyberKeyCity		PEOPLE		Low Org						City Employees

				CyberKeyCity		PROJECT		Activity Number						City Employees

				CyberKeyCity		PEOPLE		Phone						City Employees

				CyberKeyCity		PEOPLE		E-mail						City Employees

				CyberKeyCity		PEOPLE		Acknowledgement						City Employees

				CyberKeyCity		PEOPLE		Signature						City Employees

				CyberKeyCity		DATE		Date						City Employees

				CyberKeyCity		PEOPLE		Supervisor Name (print)						City Employees

				CyberKeyCity		PEOPLE		Job Title						City Employees

				CyberKeyCity		PEOPLE		Phone						City Employees

				CyberKeyCity		PEOPLE		E-Mail						City Employees

				CyberKeyCity		PEOPLE		Signature						City Employees

				CyberKeyCity		PEOPLE		Date						City Employees

				CyberKeyCity		KEY		CyberKey Serial Number						City Employees

				CyberKeyCity		DATE		Issue Date						City Employees

				CyberKeyCity		DATE		Return Date						City Employees

				CyberKeyCity		LOC		Place of Issue						City Employees

				CyberKeyCity		KEY		Comments						City Employees

				CyberKeyCity		PEOPLE		Issuer Name						City Employees

				CyberKeyCity		PEOPLE		Title						City Employees

				CyberKeyCity		PEOPLE		Signature						City Employees

				CyberKeyCity		DATE		Date						City Employees

				CyberKeyContractors		PEOPLE		Name (print)						Contractors

				CyberKeyContractors		PEOPLE		Employer						Contractors

				CyberKeyContractors		PEOPLE		Employer Address						Contractors

				CyberKeyContractors		PEOPLE		City						Contractors

				CyberKeyContractors		PEOPLE		State						Contractors

				CyberKeyContractors		PEOPLE		ZIP						Contractors

				CyberKeyContractors		PEOPLE		Work Phone						Contractors

				CyberKeyContractors		PEOPLE		Cell Phone						Contractors

				CyberKeyContractors		PEOPLE		E-mail						Contractors

				CyberKeyContractors		KEY		Acknowledgements						Contractors

				CyberKeyContractors		PEOPLE		Signature						Contractors

				CyberKeyContractors		DATE		Date						Contractors

				CyberKeyContractors		ASSET		CyberKey Serial Number						Contractors

				CyberKeyContractors		DATE		Issue Date						Contractors

				CyberKeyContractors		DATE		Return Date						Contractors

				CyberKeyContractors		LOC		Place of Issue						Contractors

				CyberKeyContractors		KEY		Use Details						Contractors

				CyberKeyContractors		PEOPLE		Issuer Name						Contractors

				CyberKeyContractors		PEOPLE		Title						Contractors

				CyberKeyContractors		PEOPLE		Signature						Contractors

				CyberKeyContractors		DATE		Date						Contractors

				CyberKeyShed		PEOPLE		Name (print)						Watershed Employees

				CyberKeyShed		PEOPLE		Section						Watershed Employees

				CyberKeyShed		PEOPLE		Employee #						Watershed Employees

				CyberKeyShed		KEY		(Acknowledgement)		Quantity				Watershed Employees

				CyberKeyShed		PEOPLE		Signature						Watershed Employees

				CyberKeyShed		DATE		Date						Watershed Employees

				CyberKeyShed		ASSET		CyberKey Serial Number						Watershed Employees

				CyberKeyShed		DATE		Issue Date						Watershed Employees

				CyberKeyShed		DATE		Return Date						Watershed Employees

				CyberKeyShed		LOC		Place of Issue						Watershed Employees

				CyberKeyShed		KEY		Comments						Watershed Employees

				CyberKeyShed		PEOPLE		Issuer Name						Watershed Employees

				CyberKeyShed		PEOPLE		Title						Watershed Employees

				CyberKeyShed		PEOPLE		Signature						Watershed Employees

				CyberKeyShed		DATE		Date						Watershed Employees

				CrewTimeReport		PEOPLE		Crew Name

				CrewTimeReport		PEOPLE		Crew Number

				CrewTimeReport		PEOPLE		Office Responsible for Fire

				CrewTimeReport		FIRE		Fire Name

				CrewTimeReport		FIRE		Fire Number

				CrewTimeReport		FIRE		Remarks No. 

				CrewTimeReport		PEOPLE		Name of Employee

				CrewTimeReport		PEOPLE		Classification

				CrewTimeReport		DATE		Date

				CrewTimeReport		DATE		Time on (military)

				CrewTimeReport		DATE		Time off (military)

				CrewTimeReport		FIRE		Remarks

				CrewTimeReport		PEOPLE		Officer-in-Charge (signature)

				CrewTimeReport		PEOPLE		Title (Officer-in-Charge)

				CrewTimeReport		PEOPLE		Name (Person Posting to Emergency Time Report)

				CrewTimeReport		DATE		Date

				EmerEqUseInv		PEOPLE		Contractor		Name

				EmerEqUseInv		PEOPLE		Contractor		Address

				EmerEqUseInv		PEOPLE		Contractor		SSN/EIN

				EmerEqUseInv		PROJECT		Incident or Project Name

				EmerEqUseInv		ER		Agreement Number (form OF-294)

				EmerEqUseInv		DATE		Effectivec Dates of Agreement		Beginning

				EmerEqUseInv		DATE		Effectivec Dates of Agreement		Ending

				EmerEqUseInv		EQUIPMENT		Equipment (make, model, serial #, etc.)

				EmerEqUseInv		PEOPLE		Point of Hire (location when hired)

				EmerEqUseInv		DATE		Date of Hire

				EmerEqUseInv		DATE		Time of Hire

				EmerEqUseInv		DATE		Administrative Office for Payment

				EmerEqUseInv		ER		Work Rate is Based on all Operating Supplies Being Furnished By		Contractor (wet)

				EmerEqUseInv		ER		Work Rate is Based on all Operating Supplies Being Furnished By		Government (dry)

				EmerEqUseInv		PEOPLE		Operator Furnished By		Contractor

				EmerEqUseInv		PEOPLE		Operator Furnished By		Government

				EmerEqUseInv		ER		Resource Order Number

				EmerEqUseInv		DATE		Date

				EmerEqUseInv		PEOPLE		Work or Daily Rate		Units Worked (MI/HR/DA)

				EmerEqUseInv		PEOPLE		Work or Daily Rate		Rate

				EmerEqUseInv		PEOPLE		Work or Daily Rate		Amount

				EmerEqUseInv		PEOPLE		Special Rate		Units Worked (MI/HR/DA)

				EmerEqUseInv		PEOPLE		Special Rate		Rate

				EmerEqUseInv		PEOPLE		Special Rate		Amount

				EmerEqUseInv		PEOPLE		Total Amount Earned		Sum of Above

				EmerEqUseInv		PEOPLE		Guarantee

				EmerEqUseInv		PEOPLE		Amount		Greater of Above Options

				EmerEqUseInv		PROJECT		Charge Code

				EmerEqUseInv		PROJECT		Object Code

				EmerEqUseInv		EQUIPMENT		Equipment Was		Released

				EmerEqUseInv		EQUIPMENT		Equipment Was		Withdrawn

				EmerEqUseInv		EQUIPMENT		Equipment Was		Date

				EmerEqUseInv		EQUIPMENT		Equipment Was		Time

				EmerEqUseInv		EQUIPMENT		Remarks

				EmerEqUseInv		PROJECT		Gross Amount Due

				EmerEqUseInv		PROJECT		Gross Amount From Previous

				EmerEqUseInv		PROJECT		Total Amount Due

				EmerEqUseInv		PROJECT		Deductions (attach statement)

				EmerEqUseInv		PROJECT		Additions (attach statement)

				EmerEqUseInv		PROJECT		Net Amount Due

				EmerEqUseInv		PEOPLE		Contractor Signature

				EmerEqUseInv		PEOPLE		Print Name and Title

				EmerEqUseInv		DATE		Date

				EmerEqUseInv		PEOPLE		Receiving Officer Signature

				EmerEqUseInv		PEOPLE		Print Name and Title

				EmerEqUseInv		DATE		Date

				EmerFFTimeReport		PEOPLE		ID Number

				EmerFFTimeReport		PEOPLE		Social Security Number

				EmerFFTimeReport		PEOPLE		Initial Employment 		Y/N

				EmerFFTimeReport		PEOPLE		Type of Employment		Casual

				EmerFFTimeReport		PEOPLE		Type of Employment		Regular Govt Employee

				EmerFFTimeReport		PEOPLE		Type of Employment		Other

				EmerFFTimeReport		PEOPLE		Transferred From

				EmerFFTimeReport		PEOPLE		Hired at

				EmerFFTimeReport		PEOPLE		Employee Has		Been Discharged

				EmerFFTimeReport		PEOPLE		Employee Has		Quit

				EmerFFTimeReport		PEOPLE		Entitled to Return		Y/N

				EmerFFTimeReport		PEOPLE		Entitled to Return Transportation		Y/N

				EmerFFTimeReport		PEOPLE		Contact Information		Name (First, Middle, Last)

				EmerFFTimeReport		PEOPLE		Contact Information		Street Address

				EmerFFTimeReport		PEOPLE		Contact Information		City

				EmerFFTimeReport		PEOPLE		Contact Information		State

				EmerFFTimeReport		PEOPLE		Contact Information		Zip

				EmerFFTimeReport		PEOPLE		In Case of Emergency		Name (First, Middle, Last)

				EmerFFTimeReport		PEOPLE		In Case of Emergency		Street Address

				EmerFFTimeReport		PEOPLE		In Case of Emergency		City

				EmerFFTimeReport		PEOPLE		In Case of Emergency		State

				EmerFFTimeReport		PEOPLE		In Case of Emergency		Phone Number

				EmerFFTimeReport		FIRE		Fire Name

				EmerFFTimeReport		FIRE		Fire Number

				EmerFFTimeReport		FIRE		Unit Code

				EmerFFTimeReport		FIRE		Fire Location

				EmerFFTimeReport		FIRE		State

				EmerFFTimeReport		FIRE		Firefighter Classification

				EmerFFTimeReport		FIRE		Rate

				EmerFFTimeReport		FIRE		Date and Time

				EmerFFTimeReport		DATE		Year

				EmerFFTimeReport		DATE		Month

				EmerFFTimeReport		DATE		Day

				EmerFFTimeReport		DATE		Start 

				EmerFFTimeReport		DATE		Stop

				EmerFFTimeReport		DATE		Hours

				EmerFFTimeReport		PEOPLE		Total Hours

				EmerFFTimeReport		PROJECT		Gross Amount

				EmerFFTimeReport		DATE		Inclusive Dates

				EmerFFTimeReport		PEOPLE		Time Officer Signature

				EmerFFTimeReport		DATE		Date Signed

				EmerEqShiftTicket		ER		Agreement Number

				EmerEqShiftTicket		PEOPLE		Contractor (Name)

				EmerEqShiftTicket		PROJECT		Incident or Project Name

				EmerEqShiftTicket		PROJECT		Incident Number

				EmerEqShiftTicket		PEOPLE		Operator (Name)

				EmerEqShiftTicket		EQUIPMENT		Equipment Make

				EmerEqShiftTicket		EQUIPMENT		Equipment Model

				EmerEqShiftTicket		PEOPLE		Operator Furnished By		Contractor

				EmerEqShiftTicket		PEOPLE		Operator Furnished By		Government

				EmerEqShiftTicket		EQUIPMENT		Serial Number

				EmerEqShiftTicket		PEOPLE		License Number

				EmerEqShiftTicket		PEOPLE		Operating Supplies Furnished By		Contractor (wet)

				EmerEqShiftTicket		PEOPLE		Operating Supplies Furnished By		Government (dry)

				EmerEqShiftTicket		EQUIPMENT		Equipment Use		Date

				EmerEqShiftTicket		EQUIPMENT		Equipment Use		Start

				EmerEqShiftTicket		EQUIPMENT		Equipment Use		Stop

				EmerEqShiftTicket		EQUIPMENT		Equipment Use		Work Quantity

				EmerEqShiftTicket		EQUIPMENT		Equipment Use		Special

				EmerEqShiftTicket		ER		Remarks (released, downtime & cause, problems, etc.)

				EmerEqShiftTicket		EQUIPMENT		Equipment Status		Inspected and Under Agreement

				EmerEqShiftTicket		EQUIPMENT		Equipment Status		Released by Government

				EmerEqShiftTicket		EQUIPMENT		Equipment Status		Withdrawn by Contractor

				EmerEqShiftTicket		PROJECT		Invoice Posted By (recorder's initials)

				EmerEqShiftTicket		PEOPLE		Contractor's or Authorized Agent's Signature

				EmerEqShiftTicket		PEOPLE		Government Officer's Signature

				EmerEqShiftTicket		DATE		Date Signed

				EdCntrMetRec		DATE		Date

				EdCntrMetRec		DATE		Time

				EdCntrMetRec		ASSET		Meter

				EdCntrMetRec		ASSET		Use

				EdCntrMetRec		ASSET		Op.

				EdCntrMetRec		ASSET		Average Use

				FldInsp		DATE		Date

				FldInsp		PEOPLE		Inspected By		Drop Down?

				FldInsp		WX		Weather

				FldInsp		LOC		Location

				FldInsp		FIELD		Earth Movements		Any apparent earth falls from steep slope or cliff?

				FldInsp		FIELD		Earth Movements		Any soil erosion occurring from slope?

				FldInsp		FIELD		Earth Movements		Any apparent ground settlement or depression?

				FldInsp		FIELD		Earth Movements		Any cracks on the ground?

				FldInsp		FIELD		Earth Movements		Any apparent ground heave?

				FldInsp		FIELD		Earth Movements		Any earth flow occurred?

				FldInsp		FIELD		Earth Movements		Any lateral earth spread?

				FldInsp		FIELD		Surface Water and Groundwater		Any groundwater seeping out of slope?

				FldInsp		FIELD		Surface Water and Groundwater		Is seepage turbid?

				FldInsp		FIELD		Surface Water and Groundwater		Any indiction of water buildup within slope?

				FldInsp		FIELD		Surface Water and Groundwater		Any standing water on slope that may cause slide?

				FldInsp		FIELD		Surface Water and Groundwater		Any water flow that may undermine slope toe?

				FldInsp		FIELD		Surface Vegetation and Objects		Any trees tilt or leaning?

				FldInsp		FIELD		Surface Vegetation and Objects		Any vegetation distress indicating a slide?

				FldInsp		FIELD		Surface Vegetation and Objects		Any moved/deformed object indicating a slide?

				FldInsp		FIELD		Other Observations

				FldInsp		FIELD		Manual Wells and Staff Gages

				FldInsp		PEOPLE		Name

				FldInsp		DATE		Date

				FldInsp		ASSET		Staff Gages		Hobo Creek

				FldInsp		ASSET		Staff Gages		Oliver Lake

				FldInsp		ASSET		Staff Gages		Canyon Creek

				FldInsp		ASSET		Staff Gages		Upper Boxley

				FldInsp		ASSET		Staff Gages		Lower Boxley

				FireInsp		PEOPLE		Inspector

				FireInsp		DATE		Date

				FireInsp		WX		Temperature

				FireInsp		WX		Humidity

				FireInsp		WX		Wind Speed

				FireInsp		PROJECT		Project Name

				FireInsp		PEOPLE		Operator/Contractor

				FireInsp		PEOPLE		Phone

				FireInsp		PEOPLE		Person Contacted at This Inspection

				FireInsp		PEOPLE		Title

				FireInsp		LOC		Sec

				FireInsp		LOC		Township

				FireInsp		LOC		Range

				FireInsp		LOC		Shutdown Zone

				FireInsp		FIRE		Waiver		Y/N

				FireInsp		ACTIVITY		Type of Operation 		Rock Pit

				FireInsp		ACTIVITY		Type of Operation 		Restoration Thinning

				FireInsp		ACTIVITY		Type of Operation 		Ecological Thinning

				FireInsp		ACTIVITY		Type of Operation 		Land Clearing

				FireInsp		ACTIVITY		Type of Operation 		Aquatic/Riparian Restoration

				FireInsp		ACTIVITY		Type of Operation 		Trail Construction

				FireInsp		ACTIVITY		Type of Operation 		Road Decommissioning

				FireInsp		ACTIVITY		Type of Operation 		Roadside Brushing

				FireInsp		ACTIVITY		Type of Operation 		Road Grading/Ditching

				FireInsp		ACTIVITY		Type of Operation 		Culvert Replacement/Maintenance

				FireInsp		ACTIVITY		Type of Operation 		Road Construction

				FireInsp		ACTIVITY		Type of Operation 		Road Surfacing

				FireInsp		ACTIVITY		Type of Operation 		Bridge Repair/Construction

				FireInsp		ACTIVITY		Type of Operation 		Powerline R/W Maintenance

				FireInsp		ACTIVITY		Type of Operation 		Fenceline Maintenance

				FireInsp		ACTIVITY		Type of Operation 		Other

				ICS201		PROJECT		Incident Name

				ICS201		DATE		Date Prepared

				ICS201		DATE		Time Prepared

				ICS201		LOC		Map Sketch

				ICS201		PEOPLE		Prepared By (name and position)

				ICS201		ICS		Summary of Current Actions

				ICS201		PEOPLE		Current Organization

				ICS201		ASSET		Resources Ordered

				ICS201		ASSET		Resource Identification

				ICS201		DATE		ETA

				ICS201		DATE		On Scene

				ICS201		LOC		Location/Assignment

				ICS202		PROJECT		Incident Name

				ICS202		DATE		Date

				ICS202		DATE		Time

				ICS202		DATE		Operational Period (Date/Time)

				ICS202		ICS		General Control Objectives for the Incident (Include Alternatives)

				ICS202		WX		Weather Forecast for Operational Period

				ICS202		ICS		General Safety Message

				ICS202		ATTACH		Organization List (ICS203)

				ICS202		ATTACH		Assignment List (ICS204)

				ICS202		ATTACH		Communications Plan (ICS205)

				ICS202		ATTACH		Medical Plan (ICS 206)

				ICS202		ATTACH		Incident Map

				ICS202		ATTACH		Traffic Plan

				ICS202		ATTACH		Weather Forecast

				ICS202		ATTACH		Other

				ICS202		PEOPLE		Prepared By (Planning Section Chief)

				ICS202		PEOPLE		Approved By (Incident Commander)

				ICS203		PROJECT		Incident Name

				ICS203		DATE		Date Prepared

				ICS203		DATE		Time Prepared

				ICS203		LOC		Operational Period (Date/Time)

				ICS203		PEOPLE		Incident Command and Staff (Position & Name)		Incident Commander

				ICS203		PEOPLE		Incident Command and Staff (Position & Name)		Deputy

				ICS203		PEOPLE		Incident Command and Staff (Position & Name)		Safety Officer

				ICS203		PEOPLE		Incident Command and Staff (Position & Name)		Information Officer

				ICS203		PEOPLE		Incident Command and Staff (Position & Name)		Liaison Officer

				ICS203		PEOPLE		Agency Representatives		Agency 

				ICS203		PEOPLE		Agency Representatives		Name

				ICS203		PEOPLE		Planning Section		Chief

				ICS203		PEOPLE		Planning Section		Deputy

				ICS203		PEOPLE		Planning Section		Resources Unit

				ICS203		PEOPLE		Planning Section		Situation Unit

				ICS203		PEOPLE		Planning Section		Documentation Unit

				ICS203		PEOPLE		Planning Section		Demobilization Unit

				ICS203		PEOPLE		Planning Section		Technical Specialists

				ICS203		PEOPLE		Logistics Section		Chief

				ICS203		PEOPLE		Logistics Section		Deputy

				ICS203		PEOPLE		Logistics Section		Support Branch		Director

				ICS203		PEOPLE		Logistics Section		Support Branch		Supply Unit

				ICS203		PEOPLE		Logistics Section		Support Branch		Facilities Unit

				ICS203		PEOPLE		Logistics Section		Support Branch		Ground Support Unit

				ICS203		PEOPLE		Logistics Section		Service Branch		Director

				ICS203		PEOPLE		Logistics Section		Service Branch		Communications Unit

				ICS203		PEOPLE		Logistics Section		Service Branch		Medical Unit

				ICS203		PEOPLE		Logistics Section		Service Branch		Food Unit

				ICS203		PEOPLE		Operations Section		Chief

				ICS203		PEOPLE		Operations Section		Deputy

				ICS203		PEOPLE		Operations Section		Branch I-Divisions/Groups		Branch Director

				ICS203		PEOPLE		Operations Section		Branch I-Divisions/Groups		Deputy

				ICS203		PEOPLE		Operations Section		Branch I-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch I-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch I-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch I-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch II-Divisions/Groups		Branch Director

				ICS203		PEOPLE		Operations Section		Branch II-Divisions/Groups		Deputy

				ICS203		PEOPLE		Operations Section		Branch II-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch II-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch II-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch II-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch III-Divisions/Groups		Branch Director

				ICS203		PEOPLE		Operations Section		Branch III-Divisions/Groups		Deputy

				ICS203		PEOPLE		Operations Section		Branch III-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch III-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Branch III-Divisions/Groups		Division/Group

				ICS203		PEOPLE		Operations Section		Air Operations Group		Air Operations Br. Dir.

				ICS203		PEOPLE		Operations Section		Air Operations Group		Air Tactical Group Sup.

				ICS203		PEOPLE		Operations Section		Air Operations Group		Air Support Group Sup.

				ICS203		PEOPLE		Operations Section		Air Operations Group		Helicopter Coordinator

				ICS203		PEOPLE		Operations Section		Air Operations Group		Air Tanker/Fixed Wing Crd.

				ICS203		PEOPLE		Prepared By (Resources Unit)

				ICS204		PEOPLE		Branch

				ICS204		PEOPLE		Division/Group

				ICS204		PROJECT		Incident Name

				ICS204		DATE		Operational Period		Date

				ICS204		DATE		Operational Period		Time

				ICS204		PEOPLE		Operational Personnel		Operations Chief

				ICS204		PEOPLE		Operational Personnel		Branch Director

				ICS204		PEOPLE		Operational Personnel		Division/Group Supervisor

				ICS204		PEOPLE		Operational Personnel		Air Tactical Group Supervisor

				ICS204		ICS		Resources Assigned to this Period		Strike Team/Task Force/Resource Designator

				ICS204		ICS		Resources Assigned to this Period		EMT

				ICS204		ICS		Resources Assigned to this Period		Leader

				ICS204		ICS		Resources Assigned to this Period		Number Persons

				ICS204		ICS		Resources Assigned to this Period		Trans. Needed

				ICS204		DATE		Resources Assigned to this Period		Pickup PT./Time

				ICS204		DATE		Resources Assigned to this Period		Drop Off Pt./Time

				ICS204		PEOPLE		Control Operations

				ICS204		ICS		Special Instructions

				ICS204		ICS		Division/Group Communications Summary		Function Command

				ICS204		ICS		Division/Group Communications Summary		Function Local Report

				ICS204		ICS		Division/Group Communications Summary		Frequency

				ICS204		ICS		Division/Group Communications Summary		System

				ICS204		ICS		Division/Group Communications Summary		Channel

				ICS204		ICS		Division/Group Communications Summary		Division/Group Tactical

				ICS204		ICS		Division/Group Communications Summary		Ground to Air

				ICS204		PEOPLE		Prepared By (Resource Unit Leader)

				ICS204		PEOPLE		Approved By (Planning Sect. Ch.)

				ICS204		DATE		Date

				ICS204		DATE		Time

				ICS205		PROJECT		Incident Name

				ICS205		DATE		Prepared Date		Date

				ICS205		DATE		Prepared Time		Time

				ICS205		DATE		Operational Period Date		Date

				ICS205		DATE		Operational Period Time		Time

				ICS205		ASSET		Basic Radio Channel Utilization		System/Cache

				ICS205		ASSET		Basic Radio Channel Utilization		Channel

				ICS205		ASSET		Basic Radio Channel Utilization		Function

				ICS205		ASSET		Basic Radio Channel Utilization		Frequency/Tone

				ICS205		ASSET		Basic Radio Channel Utilization		Assignment

				ICS205		ASSET		Basic Radio Channel Utilization		Remarks

				ICS205		PEOPLE		Prepared By (Communications Unit)

				ICS206		PROJECT		Incident Name

				ICS206		DATE		Date Prepared

				ICS206		DATE		Time Prepared

				ICS206		DATE		Operational Period

				ICS206		ICS		Incident Medical Aid Station		Medical Aid Stations

				ICS206		LOC		Incident Medical Aid Station		Location

				ICS206		ICS		Incident Medical Aid Station		Paramedics		Y/N

				ICS206		PEOPLE		Transportation		Ambulance Services		Name

				ICS206		PEOPLE		Transportation		Ambulance Services		Address

				ICS206		PEOPLE		Transportation		Ambulance Services		Phone

				ICS206		PEOPLE		Transportation		Ambulance Services		Paramedics

				ICS206		PEOPLE		Transportation		Incident Ambulances		Name

				ICS206		PEOPLE		Transportation		Incident Ambulances		Location

				ICS206		PEOPLE		Transportation		Incident Ambulances		Paramedics

				ICS206		PEOPLE		Hospitals		Name

				ICS206		PEOPLE		Hospitals		Address

				ICS206		DATE		Hospitals		Travel Time		Air

				ICS206		DATE		Hospitals		Travel Time		Ground

				ICS206		PEOPLE		Hospitals		Phone

				ICS206		ICS		Hospitals		Helipad		Y/N

				ICS206		ICS		Hospitals		Burn Center		Y/N

				ICS206		ICS		Medical Emergency Procedures

				ICS206		PEOPLE		Prepared by (Medical Unit Leader)

				ICS206		PEOPLE		Reviewed By (Safety Officer)

				ICS209		DATE		Date/Time

				ICS209		ICS		Status		Initial 

				ICS209		ICS		Status		Update

				ICS209		ICS		Status		Final

				ICS209		PROJECT		Incident Name

				ICS209		PROJECT		Incident Number

				ICS209		PEOPLE		Incident Commander

				ICS209		PEOPLE		Jurisdiction

				ICS209		PEOPLE		County

				ICS209		PROJECT		Type Incident		Drop Down?

				ICS209		LOC		Location

				ICS209		DATE		Started		Date

				ICS209		DATE		Started		Time

				ICS209		ICS		Cause

				ICS209		ICS		Area Involved

				ICS209		ICS		% Controlled

				ICS209		DATE		Expected Containment Date/Time

				ICS209		DATE		Declared Controlled Date/Time

				ICS209		ICS		Current Threat

				ICS209		ICS		Control Problems

				ICS209		ICS		Est. Loss

				ICS209		ICS		Est. Savings

				ICS209		ICS		Injuries		Is this a quantity?

				ICS209		ICS		Deaths

				ICS209		ICS		Line Built		Y/N?

				ICS209		ICS		Line to Build		Distance?

				ICS209		WX		Current Weather		WS

				ICS209		WX		Current Weather		WD

				ICS209		WX		Current Weather		Temperature

				ICS209		WX		Current Weather		RH

				ICS209		WX		Predicted Weather		WS

				ICS209		WX		Predicted Weather		WD

				ICS209		WX		Predicted Weather		Temperature

				ICS209		WX		Predicted Weather		RH

				ICS209		PROJECT		Cost to Date

				ICS209		PROJECT		Est. Total Cost

				ICS209		ICS		Need to finish Table 

				ICS209		ICS		Need to finish Table 

				ICS209		ICS		Need to finish Table 

				ICS209		PEOPLE		Cooperating Agencies

				ICS209		PEOPLE		Remarks

				ICS209		PEOPLE		Prepared By

				ICS209		PEOPLE		Approved By

				ICS209		DATE		Sent To		Date

				ICS209		DATE		Sent To		Time

				ICS209		PEOPLE		Sent To		By

				ICS207		PEOPLE		Org Chart

				ICS210		PEOPLE		Designator Name/ID No.

				ICS210		PEOPLE		Status		Assigned

				ICS210		PEOPLE		Status		Available

				ICS210		PEOPLE		Status		O/S Rest

				ICS210		PEOPLE		Status		O/S Mechanical

				ICS210		PEOPLE		Status		O/S Manning

				ICS210		PEOPLE		Status		ETR

				ICS210		LOC		Location		From

				ICS210		LOC		Location		To

				ICS210		PEOPLE		Division/Group

				ICS210		PEOPLE		Staging Area

				ICS210		PEOPLE		Base/ICP

				ICS210		PEOPLE		Camp

				ICS210		ICS		Enroute		ETA

				ICS210		PEOPLE		Home Agency

				ICS210		ICS		Messages

				ICS210		DATE		Time

				ICS210		ICS		Restat Process		Check Box

				ICS211		PROJECT		type Personnel		Personnel												type Personnel

				ICS211		EQUIPMENT		type Engines		Engines												type Engines

				ICS211		EQUIPMENT		type Helicopters		Helicopters												type Helicopters

				ICS211		PEOPLE		type Handcrew		Handcrew												type Handcrew

				ICS211		EQUIPMENT		type Dozers		Dozers												type Dozers

				ICS211		EQUIPMENT		type Aircraft		Aircraft												type Aircraft

				ICS211		ASSET		type Misc.		Misc.												type Misc.

				ICS211		PROJECT		Incident Name

				ICS211		PEOPLE		Check-in Location (complete all that apply)

				ICS211		PEOPLE		Date/Time

				ICS211		PEOPLE		Name

				ICS211		PEOPLE		Agency

				ICS211		EQUIPMENT		Equipment		Agency

				ICS211		EQUIPMENT		Equipment		Single

				ICS211		EQUIPMENT		Equipment		Kind

				ICS211		EQUIPMENT		Equipment		Type

				ICS211		EQUIPMENT		Equipment		I.D. No/Name

				ICS211		ICS		Order/Request Number

				ICS211		DATE		Date/Time Check-In

				ICS211		PEOPLE		Leader's Name

				ICS211		ICS		Total No. Personnel

				ICS211		ICS		Manifest		Y/N

				ICS211		PEOPLE		Crew or Individual's Weight

				ICS211		PEOPLE		Home Base

				ICS211		ICS		Departure Point

				ICS211		ICS		Method of Travel

				ICS211		PEOPLE		Incident Assignment

				ICS211		PEOPLE		Other Qualifications

				ICS211		ICS		Sent to RESTAT Time/Int

				ICS211		PEOPLE		Prepared By (Name and Position)

				ICS212		PROJECT		Incident Name

				ICS212		PROJECT		Order No.

				ICS212		VEHICLE		Vehicle License No.

				ICS212		VEHICLE		Agency

				ICS212		VEHICLE		Reg/Unit

				ICS212		VEHICLE		Type (Eng., Bus, Sedan)

				ICS212		VEHICLE		Odometer Reading

				ICS212		VEHICLE		Veh. ID No.

				ICS212		VEHICLE		Inspection Items

				ICS212		VEHICLE		Inspection		Pass/Fail

				ICS212		VEHICLE		Gauges & Lights		Pass/Fail

				ICS212		VEHICLE		Seat Belts		Pass/Fail

				ICS212		VEHICLE		Glass and Mirrors		Pass/Fail

				ICS212		VEHICLE		Wipers and Horn		Pass/Fail

				ICS212		VEHICLE		Engine Compartment		Pass/Fail

				ICS212		VEHICLE		Fuel System		Pass/Fail

				ICS212		VEHICLE		Steering		Pass/Fail

				ICS212		VEHICLE		Brakes		Pass/Fail

				ICS212		VEHICLE		Drive Line U-joints		Pass/Fail

				ICS212		VEHICLE		Springs and Shocks		Pass/Fail

				ICS212		VEHICLE		Exhaust System		Pass/Fail

				ICS212		VEHICLE		Frame		Pass/Fail

				ICS212		VEHICLE		Tires and Wheels		Pass/Fail

				ICS212		VEHICLE		Coupling Devises		Pass/Fail

				ICS212		VEHICLE		Emergency Exit (Buses)		Pass/Fail

				ICS212		VEHICLE		Pump Operation		Pass/Fail

				ICS212		VEHICLE		Damange on Incident		Pass/Fail

				ICS212		VEHICLE		Other		Pass/Fail

				ICS212		ICS		Additional Comments

				ICS212		DATE		Hold For Repairs		Date

				ICS212		DATE				Time

				ICS212		PEOPLE				Inspector Name (Print)

				ICS212		PEOPLE				Inspector Signature

				ICS212		DATE		Release		Date

				ICS212		DATE				Time

				ICS212		PEOPLE				Operator Name (Print)

				ICS212		PEOPLE				Operator Signature

				ICS213		PEOPLE		To

				ICS213		PEOPLE		Position

				ICS213		PEOPLE		From

				ICS213		PEOPLE		Position

				ICS213		ICS		Subject

				ICS213		DATE		Date

				ICS213		DATE		Time

				ICS213		ICS		Message

				ICS213		PEOPLE		Signature

				ICS213		PEOPLE		Position

				ICS213		ICS		Reply

				ICS213		DATE		Date

				ICS213		DATE		Time

				ICS213		PEOPLE		Signature/Position

				MechKey		DATE		Date

				MechKey		ASSET		Replace Key

				MechKey		PEOPLE		Employee

				MechKey		PEOPLE		Vendor/Contractor

				MechKey		PEOPLE		TES/Intern

				MechKey		MECHKEY		Reason for Replacement

				MechKey		PEOPLE		Division/Section

				MechKey		PEOPLE		Job Title

				MechKey		LOC		Facility Site/Bldg

				MechKey		LOC		Home Floor/Area

				MechKey		PEOPLE		Employee #

				MechKey		PEOPLE		E-Team

				MechKey		PEOPLE		L-Team

				MechKey		PEOPLE		Work Telephone

				MechKey		PEOPLE		Mobile Phone

				MechKey		PEOPLE		Pager Number

				MechKey		PEOPLE		Supervisor Name

				MechKey		PEOPLE		Supervisor Phone

				MechKey		PEOPLE		Supervisor Location

				MechKey		PEOPLE		Supervisor Email Address

				MechKey		PEOPLE		Supervisor Signature

				MechKey		LOC		doors

				MechKey		LOC		OCC/NOC

				MechKey		LOC		WQL

				MechKey		LOC		DWW

				MechKey		LOC		Watershed

				MechKey		LOC		FIELD

				MechKey		LOC		Other

				MechKey		PEOPLE		Owner-Operator Signature Required

				MechKey		DATE		Date

				MechKey		DATE		5a-7p M-F     Other

				MechKey		MECHKEY		reason for key

				Permit		PERMIT		Number		Unique and Randomly Generated

				Permit		PERMIT		Purpose of Access

				Permit		DATE		Valid Dates From

				Permit		DATE		Valid Dates To

				Permit		DATE		Valid Days		M, Tu, W, Th, F, Sa, Su

				Permit		DATE		Valid Hours

				Permit		PEOPLE		Applicant Org Name

				Permit		PEOPLE		Applicant Org Type

				Permit		PEOPLE		Applicant Name

				Permit		PEOPLE		Contact Phone

				Permit		PEOPLE		Driver's Full Name

				Permit		PEOPLE		Driver's Employer

				Permit		PEOPLE		Driver's License #

				Permit		PEOPLE		Driver's License State

				Permit		PEOPLE		WMD Sponsor

				Permit		PEOPLE		Sponsor Phone

				Permit		LOC		Jobsite Location		Drop down

				Permit		LOC		Access Points

				Permit		PEOPLE		Permit Issued by

				Permit		ASSET		Access Devices		Drop down

				Permit		PEOPLE		Crew First Name

				Permit		PEOPLE		Crew Last Name

				Permit		PEOPLE		Crew ID #

				Permit		PEOPLE		Crew ID Type

				Permit		VEHICLE		Plate Number

				Permit		VEHICLE		State

				Permit		VEHICLE		Make

				Permit		VEHICLE		Make

				Permit		VEHICLE		Model

				Permit		VEHICLE		Year

				Permit		VEHICLE		Color

				Permit		PEOPLE		Insurance Carrier

				Permit		PEOPLE		Insurance Expiration Date

				Permit		PEOPLE		Driver/Vehicle

				Permit		PERMIT		Activity Information

				Weather		DATE		Date

				Weather		DATE		Day of Week

				Weather		WX		Temperature (24 hr period)

				Weather		WX		Temperature (24 hr period)

				Weather		WX		Temperature (24 hr period)

				Weather		WX		Precipitation (24 hr Amnts at Obs)

				Weather		WX		Precipitation (24 hr Amnts at Obs)

				Weather		WX		Precipitation (24 hr Amnts at Obs)

				Weather		WX		Weather

				Weather		WX		Wind

				Weather		WX		Wind at Dam

				Weather		ASSET		Masonry Pool (SCL Digital Readout)

				Weather		ASSET		Masonry Pool (SCL Digital Readout)

				Weather		ASSET		Dam Staff Gauge

				Weather		ASSET		Overflow Dike

				Weather		ASSET		Rattlesnake Lake Elevation

				Violation		DATE		Date

				Violation		DATE		Time

				Violation		LOC		Location

				Violation		VEHICLE		Vehicle License

				Violation		VEHICLE		VIN #

				Violation		VEHICLE		State

				Violation		VEHICLE		Make

				Violation		VEHICLE		Model

				Violation		VEHICLE		Color/Year

				Violation		PERMIT		Violation | Parking After Hours		Parking After Hours																Violation | Parking After Hours

				Violation		PERMIT		Violation | Illegal Parking		Illegal Parking																Violation | Illegal Parking

				Violation		PERMIT		Violation | Unauthorized Driver		Unauthorized Driver																Violation | Unauthorized Driver

				Violation		PERMIT		Violation | Unauthorized Crew Member		Unauthorized Crew Member																Violation | Unauthorized Crew Member

				Violation		PERMIT		Violation | Unauthorized Vehicle		Unauthorized Vehicle																Violation | Unauthorized Vehicle

				Violation		PERMIT		Violation | Unauthorized Location		Unauthorized Location																Violation | Unauthorized Location

				Violation		PERMIT		Violation | Unauthorized Date/Time Entry		Unauthorized Date/Time Entry																Violation | Unauthorized Date/Time Entry

				Violation		PERMIT		Violation | Unauthorized Activity		Unauthorized Activity																Violation | Unauthorized Activity

				Violation		PERMIT		Violation | Expired Driver's License		Expired Driver's License																Violation | Expired Driver's License

				Violation		PERMIT		Violation | Expired Insurance		Expired Insurance																Violation | Expired Insurance

				Violation		PERMIT		Violation | Expired Vehicle Tags		Expired Vehicle Tags																Violation | Expired Vehicle Tags

				Violation		PERMIT		Violation | Unsafe Speed		Unsafe Speed																Violation | Unsafe Speed

				Violation		PERMIT		Violation | IFPL Violation		IFPL Violation																Violation | IFPL Violation

				Violation		PERMIT		Violation | Sanitation Violation		Sanitation Violation																Violation | Sanitation Violation

				Violation		PERMIT		Violation | Wrong Permit Displayed		Wrong Permit Displayed																Violation | Wrong Permit Displayed

				Violation		PERMIT		Violation | Expired Permit		Expired Permit																Violation | Expired Permit

				Violation		PERMIT		Violation | Revoked Permit		Revoked Permit																Violation | Revoked Permit

				Violation		PERMIT		Violation | Suspended Permit		Suspended Permit																Violation | Suspended Permit

				Violation		PERMIT		Violation | Vehicle Towed		Vehicle Towed																Violation | Vehicle Towed

				Violation		PEOPLE		Officer

				SpillReport		LOC		Location

				SpillReport		DATE		Date

				SpillReport		DATE		Time

				SpillReport		PEOPLE		Person Reporting Spill		name

				SpillReport		PEOPLE		Person Reporting Spill		phone

				SpillReport		PEOPLE		Person in Charge on Scene		name

				SpillReport		PEOPLE		Person in Charge on Scene		phone

				SpillReport		SPILL		Material Involved

				SpillReport		SPILL		Quantity

				SpillReport		SPILL		Source/Cause of Spill

				SpillReport		SPILL		Injuries or Potential Threat to Human Safety		Y/N

				SpillReport		LOC		SPU Facilities/Operations Affected

				SpillReport		LOC		Name/Location of Threatened Natural Resource

				SpillReport		SPILL		Contamination of		Soil

				SpillReport		SPILL		Contamination of		Water Bodies

				SpillReport		SPILL		Contamination of		Drains

				SpillReport		SPILL		Contamination of		Streets

				SpillReport		SPILL		Contamination of		Plants

				SpillReport		SPILL		Contamination of		People

				SpillReport		SPILL		Contamination of		Vehicles/Equip

				SpillReport		SPILL		Contamination of		Other

				SpillReport		SPILL		Estimate Affected Area

				SpillReport		SPILL		Other Agencies on Scene		Seattle Fire

				SpillReport		SPILL		Other Agencies on Scene		Seattle Police

				SpillReport		SPILL		Other Agencies on Scene		S-DOT

				SpillReport		SPILL		Other Agencies on Scene		Ecology

				SpillReport		SPILL		Other Agencies on Scene		Public Health

				SpillReport		SPILL		Other Agencies on Scene		DPD

				SpillReport		SPILL		Other Agencies on Scene		Other

				SpillReport		SPILL		Response Actions Taken

				SpillReport		SPILL		SPU Spill Coordinator Called Out		Check Box

				SpillReport		SPILL		Response Actions Taken

				SpillReport		PEOPLE		Person Completing This Report		Name

				SpillReport		PEOPLE		Person Completing This Report		Phone

				Snow		LOC		Snow Course

				Snow		LOC		Drainage Basin

				Snow		LOC		State

				Snow		PEOPLE		Sampler

				Snow		PEOPLE		Note Taker

				Snow		DATE		Date

				Snow		DATE		Time Began		a.m./p.m.

				Snow		DATE		Time Ended		a.m./p.m.

				Snow		SNOTEL		Sample Number

				Snow		SNOTEL		Depth of Snow Inches

				Snow		SNOTEL		Length of Core Inches

				Snow		SNOTEL		Weight of Tube and Core

				Snow		SNOTEL		Weight of Empty Tube

				Snow		SNOTEL		Water Content Inches

				Snow		SNOTEL		Density Percent

				Snow		SNOTEL		Remarks

				Snow		SNOTEL		No. of Tube Sections Used

				Snow		SNOTEL		Was Driving Wrench Used?

				Snow		SNOTEL		No.		---

				Snow		PEOPLE		Comp. By

				Snow		PEOPLE		Checked By

				Snow		WX		Clear		Check all that apply

				Snow		WX		Partly Cloudy

				Snow		WX		Overcast

				Snow		WX		Raining

				Snow		WX		Snowing

				Snow		WX		Blowing

				Snow		WX		Freezing

				Snow		WX		Thawing

				Snow		SNOTEL		Snow Samples Obtained With		Ease

				Snow		SNOTEL		Snow Samples Obtained With		Moderate Difficulty

				Snow		SNOTEL		Snow Samples Obtained With		Extreme Difficulty

				Snow		SNOTEL		Ground Under Snow		Frozen

				Snow		SNOTEL		Ground Under Snow		Not Frozen

				Snow		SNOTEL		Ground Under Snow		Dry

				Snow		SNOTEL		Ground Under Snow		Damp

				Snow		SNOTEL		Ground Under Snow		Wet (Saturated)

				Snow		SNOTEL		Ice Layer on Ground?		Y/N

				Snow		SNOTEL		How Thick?		Inches

				Snow		SNOTEL		How Many Inches of New Snow at Snow Course?

				Snow		SNOTEL		Depth (Inches) to First Snow Crust

				Snow		SNOTEL		Ice Layers in Snow Pack?		Y/N

				Snow		SNOTEL		If Yes, Depth From Surface (Inches)

				Snow		SNOTEL		Snow on Ground at HQ Office		Y/N

				Snow		SNOTEL		Inches

				Snow		LOC		Name & Location of HQ Office

				Snow		WX		Air Temperature (in Known)

				Snow		SNOTEL		If at Aerial Marker, Record Snow Depth (Inches)L

				Snow		SNOTEL		Precip Data

				Snow		SNOTEL		Station Name

				Snow		DATE		Current Date		Date

				Snow		SNOTEL		Current Reading		Reading

				Snow		SNOTEL		Current Dipstick		Dipstick

				Snow		SNOTEL		Current Weight		Weight

				Snow		DATE		Previous Date		Date

				Snow		SNOTEL		Previous Reading		Reading

				Snow		SNOTEL		Previous Dipstick		Dipstick

				Snow		SNOTEL		Previous Weight		Weight

				Snow		SNOTEL		Catch, Inches

				Snow		SNOTEL		After Recharge

				Snow		SNOTEL		Scale Adjusted to Zero		Y/N

				Snow		SNOTEL		Remarks

				SAID		SAID		New Request

				SAID		SAID		Update Access

				SAID		SAID		TES/Intern (6 months)

				SAID		SAID		TES/Intern (12 months)

				SAID		SAID		Replace (Broken)

				SAID		SAID		Replace (Lost/Stolen)

				SAID		PEOPLE		Card Number

				SAID		PEOPLE		E-Team

				SAID		PEOPLE		L-Team

				SAID		PEOPLE		Applicant's Last Name

				SAID		PEOPLE		Applicant's First Name

				SAID		PEOPLE		Applicant's Middle Initial

				SAID		PEOPLE		Low Org. # (WS)

				SAID		PEOPLE		Home Office Location

				SAID		PEOPLE		Home Floor/Area

				SAID		PEOPLE		Employee ID #

				SAID		PEOPLE		Work Phone

				SAID		PEOPLE		Mobile Phone or Email

				SAID		PEOPLE		Supervisor Name

				SAID		PEOPLE		Supervisor Signature

				SAID		DATE		5a-7p M-F

				SAID		DATE		24/7

				SAID		DATE		Other

				SAID		DATE		Location

				SAID		DATE		Area/Floor

				SAID		DATE		Reason

				SAID		DATE		Owner/Operator Signature

				RSL-COC		PEOPLE		Name

				RSL-COC		PEOPLE		Address

				RSL-COC		PEOPLE		Tel

				RSL-COC		PEOPLE		Job/PO#

				RSL-COC		PEOPLE		Sampler(s)

				RSL-COC		PEOPLE		Signature(s)

				RSL-COC		DATE		Sample Date

				RSL-COC		DATE		Time Collected

				RSL-COC		LOC		Location

				RSL-COC		RSL-COC		Sample Number

				RSL-COC		RSL-COC		Enterococcus by MPN

				RSL-COC		RSL-COC		Fecal Coliform by Membrane Filtration

				RSL-COC		RSL-COC		Field Temperature

				RSL-COC		RSL-COC		Total Coliform/E-Coli MPN by Colilert

				RSL-COC		RSL-COC		Number of Containers

				RSL-COC		RSL-COC		Comments

				RSL-COC		PEOPLE		Relinquished By Signature		Signature

				RSL-COC		PEOPLE		Relinquished By Printed Name		Printed Name

				RSL-COC		DATE		Relinquished By Date		Date

				RSL-COC		DATE		Relinquished By Time		Time

				RSL-COC		PEOPLE		Relinquished By Company		Company

				RSL-COC		PEOPLE		Received By Signature		Signature

				RSL-COC		PEOPLE		Received By Printed Name		Printed Name

				RSL-COC		DATE		Received By Date		Date

				RSL-COC		DATE		Received By Time		Time

				RSL-COC		PEOPLE		Received By Company		Company

				Incident		INCIDENT		Crime Class/Degree

				Incident		INCIDENT		Attempted		Check Box

				Incident		INCIDENT		Count

				Incident		INCIDENT		Type

				Incident		INCIDENT		Method of Reporting

				Incident		INCIDENT		Method of Reporting		Alarm

				Incident		INCIDENT		Method of Reporting		Damage

				Incident		INCIDENT		Method of Reporting		Fire

				Incident		INCIDENT		Method of Reporting		Injury

				Incident		INCIDENT		Method of Reporting		Theft

				Incident		INCIDENT		Report Synopsis/Overview

				Incident		DATE		Incident Discovered/Called in at Date		Date				Incident Discovered/Called in at Date Date

				Incident		DATE		Incident Discovered/Called in at Time		Time				Incident Discovered/Called in at Time Time

				Incident		DATE		Incident Occurred From Date		Date				Incident Occurred From Date Date

				Incident		DATE		Incident Occurred From Time		Time				Incident Occurred From Time Time

				Incident		DATE		Incident Occurred To Date 		Date 				Incident Occurred To Date  Date 

				Incident		DATE		Incident Occurred To Time		Time				Incident Occurred To Time Time

				Incident		LOC		Location

				Incident		LOC		Street Number

				Incident		LOC		Direction

				Incident		LOC		Street Name

				Incident		LOC		Street Type

				Incident		LOC		Apt./Ste.

				Incident		LOC		City

				Incident		LOC		State

				Incident		LOC		Zip

				Incident		LOC		Country

				Incident		INCIDENT		Related Event

				Incident		PEOPLE		Manager/Supervisor on Duty

				Incident		PEOPLE		Manager/Supervisor Notified

				Piez		PEOPLE		Name

				Piez		DATE		Date

				Piez		ASSET		Well Number		Number

				Piez		LOC		Well Location		Location

				Piez		PIEZ		Download?		Y/N

				Piez		DATE		Time

				Piez		PIEZ		Comments

				Piez		ASSET		Well Number		Number

				Piez		LOC		Well Location		Location

				Piez		PIEZ		Tape

				Piez		DATE		Time

				Piez		PIEZ		Comments

				Piez		ASSET		Staff Gages

				Piez		ASSET		Height

				Piez		DATE		Time

				Piez		PIEZ		Comments

				NonRoutineTurbidity		PEOPLE		Inspector

				NonRoutineTurbidity		DATE		Date

				NonRoutineTurbidity		TURBIDITY		Reason/Purpose

				NonRoutineTurbidity		LOC		Location

				NonRoutineTurbidity		DATE		Time

				NonRoutineTurbidity		TURBIDITY		NTUs

				NonRoutineTurbidity		DATE		Date

				NonRoutineTurbidity		TURBIDITY		Ints

				MicroBioCOC		PEOPLE		Name

				MicroBioCOC		PEOPLE		Address

				MicroBioCOC		PEOPLE		Telephone

				MicroBioCOC		PROJECT		Charge #

				MicroBioCOC		PEOPLE		Submitter

				MicroBioCOC		PEOPLE		Signature

				MicroBioCOC		MICROBIOCOC		PWS ID #

				MicroBioCOC		MICROBIOCOC		Source #

				MicroBioCOC		MICROBIOCOC		Repeat

				MicroBioCOC		MICROBIOCOC		Routine

				MicroBioCOC		MICROBIOCOC		New Main

				MicroBioCOC		MICROBIOCOC		Main Break

				MicroBioCOC		MICROBIOCOC		Cust. Call

				MicroBioCOC		MICROBIOCOC		Other

				MicroBioCOC		DATE		Sample Date

				MicroBioCOC		DATE		Sample Time

				MicroBioCOC		PEOPLE		Sampler

				MicroBioCOC		LOC		Location

				MicroBioCOC		MICROBIOCOC		Lab Sample #

				MicroBioCOC		MICROBIOCOC		Field Data		Field Chlorine

				MicroBioCOC		MICROBIOCOC		Field Data		Field pH

				MicroBioCOC		MICROBIOCOC		Field Data		Field Temperature

				MicroBioCOC		MICROBIOCOC		Field Data		Field Turbidity

				MicroBioCOC		MICROBIOCOC		Testing Parameters		P/A

				MicroBioCOC		MICROBIOCOC		Testing Parameters		MPN

				MicroBioCOC		MICROBIOCOC		Testing Parameters		FC

				MicroBioCOC		MICROBIOCOC		Testing Parameters		HPC

				MicroBioCOC		MICROBIOCOC		Testing Parameters		Other

				MicroBioCOC		MICROBIOCOC		Results		Total Coliform/E. Coli		Presense/Absence

				MicroBioCOC		MICROBIOCOC		Results		Most Probable Number (MPN)

				MicroBioCOC		MICROBIOCOC		Results		Fecal Coliform (CFU/100mL)

				MicroBioCOC		MICROBIOCOC		Results		Heterotrophic Plate (CFU/100ml)

				MicroBioCOC		MICROBIOCOC		Results		Other

				MicroBioCOC		MICROBIOCOC		Comments

				MicroBioCOC		MICROBIOCOC		Total # of Containers

				MicroBioCOC		MICROBIOCOC		Travel Temp

				MicroBioCOC		PEOPLE		Relinquished By Printed Name		Printed Name

				MicroBioCOC		PEOPLE		Relinquished By Signature		Signature

				MicroBioCOC		DATE		Relinquished By Date		Date

				MicroBioCOC		PEOPLE		Received By Printed Name		Printed Name

				MicroBioCOC		PEOPLE		Received By Signature		Signature

				MicroBioCOC		DATE		Received By Date		Date

				MicroBioCOC		MICROBIOCOC		Faxed		Check Boxes

				MicroBioCOC		MICROBIOCOC		Email

				MicroBioCOC		PEOPLE		Results Sent By

				MicroBioCOC		DATE		Date

				MicroBioCOC		DATE		Time

				MntResPtCare		PEOPLE		Patient Name		Name

				MntResPtCare		PEOPLE		Patient DOB		DOB

				MntResPtCare		PEOPLE		Patient Weight		Weight

				MntResPtCare		PEOPLE		Patient Sex		Sex

				MntResPtCare		PEOPLE		Patient Email		Email

				MntResPtCare		PEOPLE		Patient Phone		Phone

				MntResPtCare		PEOPLE		History Chief Complaint		Chief Complaint

				MntResPtCare		PEOPLE		History Mechanism of Injury/History of Illness		Mechanism of Injury/History of Illness

				MntResPtCare		PEOPLE		History Allergies		Allergies

				MntResPtCare		PEOPLE		History Medications		Medications

				MntResPtCare		PEOPLE		History Pertinent Medical History		Pertinent Medical History

				MntResPtCare		PEOPLE		History Last Ins and Outs		Last Ins and Outs

				MntResPtCare		PEOPLE		History Events Leading to Incident/Prior Care		Events Leading to Incident/Prior Care

				MntResPtCare		MNTRESPTCARE		Mission  Dem #		Dem #

				MntResPtCare		LOC		Mission  Location		Location

				MntResPtCare		DATE		Mission  Time of Injury/Illness		Time of Injury/Illness

				MntResPtCare		DATE		Mission  Time of Initial Call		Time of Initial Call

				MntResPtCare		DATE		Mission  Time First Responder on Scene		Time First Responder on Scene

				MntResPtCare		DATE		Mission  Time Patient Care Started		Time Patient Care Started

				MntResPtCare		PEOPLE		Mission  Provider 1		Provider 1

				MntResPtCare		PEOPLE		Mission  Provider 2		Provider 2

				MntResPtCare		PEOPLE		Mission  Provider 3		Provider 3

				MntResPtCare		MNTRESPTCARE		Number of Patients

				MntResPtCare		MNTRESPTCARE		Activity		Hiking

				MntResPtCare		MNTRESPTCARE		Activity		Climbing

				MntResPtCare		MNTRESPTCARE		Activity		Skiing

				MntResPtCare		MNTRESPTCARE		Activity		Other

				MntResPtCare		PEOPLE		Operations		Other Agencies Involved		Fire

				MntResPtCare		PEOPLE		Operations		Other Agencies Involved		Watershed

				MntResPtCare		PEOPLE		Operations		Other Agencies Involved		SAR

				MntResPtCare		MNTRESPTCARE		Operations		Did any helicopter fly to assist		Y/N

				MntResPtCare		MNTRESPTCARE		Operations		Rigging Used		Y/N

				MntResPtCare		MNTRESPTCARE		Operations		Means of removal		Walk

				MntResPtCare		MNTRESPTCARE		Operations		Means of removal		Litter

				MntResPtCare		MNTRESPTCARE		Operations		Means of removal		Raise

				MntResPtCare		MNTRESPTCARE		Operations		Means of removal		Lower

				MntResPtCare		MNTRESPTCARE		Operations		Means of removal		Hoist

				MntResPtCare		MNTRESPTCARE		Operations		Means of removal		Other

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Physical Exam

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Extremity Splint

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Packaging in Litter

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Warming

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Food/Water

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Clothing

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Wound Care

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Full Body Vaccum Splint

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Assist Other Agency Care Provider

				MntResPtCare		MNTRESPTCARE		Operations		Actions Taken		Other

				MntResPtCare		DATE		Basic Vitals		Time

				MntResPtCare		PEOPLE		Basic Vitals		Blood Pressure

				MntResPtCare		PEOPLE		Basic Vitals		Pulse

				MntResPtCare		PEOPLE		Basic Vitals		Respirations

				MntResPtCare		PEOPLE		Basic Vitals		Skin

				MntResPtCare		PEOPLE		EMT Vitals		Temp

				MntResPtCare		PEOPLE		EMT Vitals		Lung Sounds

				MntResPtCare		PEOPLE		EMT Vitals		Glucose

				MntResPtCare		PEOPLE		EMT Vitals		SPO2

				MntResPtCare		PEOPLE		Glasgow Coma Scale		E =

				MntResPtCare		PEOPLE		Glasgow Coma Scale		V = 

				MntResPtCare		PEOPLE		Glasgow Coma Scale		M = 

				MntResPtCare		MNTRESPTCARE		Narrative

				MntResPtCare		DATE		Patient Handover		Time

				MntResPtCare		MNTRESPTCARE		Patient Handover		Agency

				MntResPtCare		MNTRESPTCARE		Patient Handover		POV		Check Boxes

				MntResPtCare		MNTRESPTCARE		Patient Handover		BLS Ambulance

				MntResPtCare		MNTRESPTCARE		Patient Handover		ALS Ambulance

				MntResPtCare		MNTRESPTCARE		Patient Handover		Helicopter

				MntResPtCare		PEOPLE		Provider Signature

				MntResPtCare		DATE		Date
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Form#1
First Notice Record Sheet

Person receiing report: bate receives prp—

Name ard cortact nfamatianat nformar.

Repart received oy (phore persn, e12)

"Name of missing erson i knaur:

[SEp———

Gircumstances o lose

Tritie plnring gant () Faint It seen (LS} Lo krawn gait (LIC)-

[ ———

Wnat doe nformant wart G

Trsructors o infornar.

‘Search Management for the nitial response ncident commander
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Form #2
Missing Person Profile

Nane WorF.

g

e

Prysical Deseriptior:

Clthing Worn:

Equipment Caries

[E—

[ ————

e —

Categary:

‘Search Management for the nitial response ncident commander
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Form #8-A
Briefing Checklist

Information to share with searchers prior fo deployment:
© Incident summary, including:

« Subject description. and lost subject profile

= Actions to date

* Clues found
+ Terran
+ Weather
.+ Sfety
o press
 Fanily

= Actions to fake if subject found
* Rescue and medical plans

© Assignment

© Type of subject o base factics on (mobile./responsive, mabile/
unresponsive. immobil /resporsive. immobile/uresporsive)

® Transportation to and from assignment

© Needzd personal equipment

© Needzd team equipment

© Team and base radio call signs

© Radio frequency(s) and telephone number(s)

® Expected fime of refurn

 Where and to whom to report upon refum, for debriefing

‘Search Management for the Initial Response Incident Commander
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Instructions: Coniractors must il in information in Parts 1 and 2 for any equipment that wil have water body contact
within the Cedar or Toit Watersheds, or Lake Youngs.

[Part 1: Contractor Information

[Project Name:

fek here 1o enier et

jork Location:

Joticc here to enter ext.

ontractor Contact Name and Phone

ot here to enter te

[sPu Project Manager (1 Appicabie):

ok here o enter text

Equipment Description:

How Many?

Classification Type: | Ballast or Bilge

Tanks Present (Y/N)

Giick here 1o onter

Giick here to enter tex

Choose anitem. | Choose an item.

Giick here 1o enter e

There o enfer text.

Choose anitem. | Choose an item.

Giick here 1o enter

There o enfer ext.

Choose anitem. | Choose an item.

Glick here to enter fext

Glick here to enter fext

Choose an item.

Glick here to enter

here o enter tex

Choose an item.

- Classiaatontypes are: New-Protsted, New-Unprotected, Usec SandblsstadPan

Used, Dive Gear, Fat Bocts, SensiverSaenti

[Part 2: Equipment History

Forthe previous year, provide a st of where and how long this equipment had been used. Also include any information on the.

bige or ballst tanks:

Water Body Name

Location

Date Range of Use in

(For SPU Use) Risk

‘Water Body Category.

There o enter (e

There o enfer tex

Khere to enter tex

There o enter text.

There o enter text.

Khere to enter text

here o enfer text.

here o enfer text.

Khere to enter text

There o enfer text.

There o enfer text.

Khere to enter text

here o enter text.

here o enter text.

Khere to enter text.

here o enter te

here o enter tex

Khere to enter tex

[Fcerty that each crew member has received, read, understood and agrees to comply wih the requirements of e aqualic
rvasive species prevention program, and that the information provided above is true and complete o the best of my knowledge.

[Name (Printed)

Signature

Date

(For SPU Use, Sign and Date)

History Log Reviewed By:

Decontamination Procedures Completed By:

Final Inspection and Approval for Use By

Watershed permit 7

Note: For High Risk equipmen, Decontaminstion Procedures and Fins! Inspection must bs performed by SPU personnel with

Lovel 2 WIT training.
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Seattle Public Utill

Dail

ies

Record of Treatment at Cedar Falls Well

PWSID #:
Month / Year:

119008 S01
Feb-2018

Previous: 100
1 = 0wl 100
2 = 0 [zDwior 100
3 = 0 [zDwior 100
4 = 0 [zDwior 100
5 = 0 [zDwior 100
6 = 0 [zDwior 100
7 = 0 [zDwior 100
B = 0 [zDwior 100
9 = 0 [zDwior 100
10 = 0 [zDwior 100
1 = 0 [zDwior 100
12 = 0 [zDwior 100
13 = 0 [zDwior 100
14 = 0 [zDwior 100
15 = 0 [zDwior 100
6 = 0 [zDwior 100
7 = 0 [zDwior 100
18 = 0 [zDwior 100
19 = 0 [zDwior 100
20 = 0 [zDwior 100
21 = 0 [zDwior 100
22 = 0 [zDwior 100
23 = 0 [zDwior 100
24 = 0 [zDwior 100
2 = 0 [zDwior 100
26 = 0 [zDwior 100
27 = 0 [zDwior 100
28 = 0 [zDwior 100
29 = 0 [zDwior 100
30 = 0 [zDwior 100
31 = 0 [zDwior 100
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Name

Date

‘Wednesday, October 07, 2015

Mileage
start
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Mileage
End

TIME

TIME

TIME

DATA

MONITORING
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WATERSHED PROTECTION TIME OFF REQUEST

pComtte shcedsetin Waterstel g1 pL OV [¢ 2S¢ Waeshe nspeca. Evarons sl submi o ianage:
Employee Name: NANE |~

Type of Request: T UEST
Dates:. /82017
Scheduler Approval: ___nAve APPROVED D DENED 0
Coverage: Clck here to enter text
Manager Approval: AME APPROVED D DENIED O
Type of Request: TYPE OF R 1AL S
Dates: FROM 10
‘Scheduler Approval: AME APPROVED ODENED O
Coverage: Click er e
Manager Approval: AME APPROVED D DENED 0
‘Scheduler Approval: APPROVED ODENED O
Coverage: enterte
Manager Approval: AME APPROVED D DENIED O
GUIDELINES:

1. Submitrequests for absences, other than sk e
ey
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3
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WILDLAND FIRE TEAM
CALL-OUT FORM

DATE:
PAGE TIME: P
INCIDENT NAME:
LOCATION:

NOTES:

Form Completed By: Naie*
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Pleas enter all required information:
( indicates required elements)

Access Permit Number: 14767002

officer: * Eman, Aaron v/
Date: * 21512018 _| (MM/DDIYYYY)
Time: 00 V|- [13 v][am V|
Location: *

Add Cancel
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Monthly Cedar Falls Complex Meter Read Log

Date Meter Location Reading Monthly Use (gallons)

Running Average Use By Location

2/8/2018 CF 83771.04
MODS 23861.6
scL 61633.56
EDCTR 5254.25
CFWH 122078
3/7/2018 CF
MODS
scL
EDCTR
CFWH

1/4/2018 CF
MODS
scL
EDCTR
CFWH

-83771.04
-23861.6
-61633.56.
-5254.25
-122078

ocoocoo

CF
MODS
scL
EDCTR
CFWH

83771.04|
23861.6)
61633.56/
5254.25
122078
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Seattle Public Utilities — Cedar/Tolt Watersheds
Cultural Resouree Field Discovery Checklist

Reported by: Phone:
Discovercd by: Supervisor:

Discovery date: Date reported:

Discovery location: Codar or Tot (circle one) GPS? OYes ONo
Tovmship. Range. Section i Section

Attach copy of opographic map, sketch map, andlor aerial photo with location marked.
Description of location (example; on east side of 100 Road, et to culvert#...)

Resource Type (check al that apply):

O surface resaurce 0 ghasvceramic
O buried resource O brick.

O historie structure 0 stone artifaci(s) (prehistorie)
D isolated artifact O culturally modified reefs)

2 buried animal bones O other.

O metal

Generally describe:

Setting (check all tha: apply):

0 old-growth orest 0 erosion gully
0 secondary-growth forest 0 headguarters grounds
O lakeshore 1 clearing/meadow.

O sizcam bank 7 project work ste:

O road cut G other

Generally describe:

Describe activiy during discovery:

any recent disturbance or threats o the resource:

0 Continue on back if necessary

Pleas rurn compleied form o Maris Ruby, PubliclCultral Programs Manager

Rev 122003
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CYBERKEY* Loan Record and Agreement for
City Employees (non Watershed Services Division)

SEATTLE PUBLIC UTILITIE!
CEDAR RIVER and SOUTH FORK TOLT WATERSHEDS

N B, Departent
Work Losaion, 1005 O At N
Phone E

Tackmorvade recsipt from Seatde Puslic Uslites (SPL), __(amount) Gy acess control devices) 2= mshered
below. In signing i recordfor CyberKe!, | do haraby Sgres tat Ll no oan or sanserthe s to 2ny ofher parson. |
il et e CtasKay(o)* ot place of e o before the dats spaified belowor upon dsasand of SPL.

Eaployes Siguatre Date

Insigaing s sasod | do bersby agre that my departnent (o low og) i subject 102 $150.00 penalty (per Cyberkar?)
should it becomme st ando il o b setmed by th et dte. | nderstnthat o ey o e Wtershed oyt be
dmied

Supervisor Name
) JobTite,
Phone Fossil
Signatae Date

Do ot it belw i e —_tudkorized Ismer Use Ol
(Patl-Coboke? love Ioformation

CrbaRar? Srial Number(s),
eue Dat. Beomn Dats, Blaceof Tsue
COMMENTS:

J——

i), Tl
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SEATTLE PUBLIC UTILITIE!
CEDAR RIVER and SOUTH FORK TOLT WATERSHEDS

N B, Eployer
Eaployer dddinses. Cits. Stttascacacl
Work Pacne: cal B

Tacknorladge receipt from Seatle Public Uslites (SPL), ___(amount) Csasa acess contol devices) a masbered blow:

In signing his sacord T herehy agree (o the folowing:

Ll nct oan o transfr my Cybaao(e)* o amy ofber person. vl eturn ay Cyboays)* o the plce o s omor
befors the dte specifiad beow o upon dexand of SPU.

_tis my respensibily to el st the iseued Cybedoe)* st sutborizer
‘ffic, e Edvection Center nd Selleck Gate)

Tt the Tosurs rasponsiblty o change th baterisin CybasKey(s)* and T il not attmpt to replac the bttry myslf. T
‘nderstand at o do o could caue he CybeFa()" to Sl

el b subjoct 2 $250.00 fo should T lesa xdr o oty Cybars)* by th reum dae nd futare ety it SPU
“Sailifiesmay be desied

shorizes sxe lossted st CF msin

Siguature Date:

Do ot et belr his i Authorizd Lo Us Onls
Patll-Coboey lsvelofomtion

CrbaRar? Srial Numbert

Datee. Retwm Ditse Phos o s

Use Detl

j—
@ity Tl

Signature Date
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SEATTLE PUBLIC UTILITIES
CEDAR RIVER and SOUTH FORK TOLT WATERSHEDS

N Bric):

Sedie, Evlse .

Tackmorvedge receip from Seatde Puslic Uslites (SPL), ___(amount) Gy access control deviees) 2 masbered
below:

Insigning this record fr CyboRay [ do hareby agesto e fllowin:

Tl ot o o tsnsfr e sameto sny ofber parson.

_IFTose sy CybarKy?, il be s tothe Waterched Protectin Massgerfor fthe disposition ncing, bt nct
Timted t, 2 potetialcost recovery billin to my ork secin n tha amout of 150 00

Eaployes Siguatre Date

Do ot it belw i e —_tudkorized Ismer Use Ol
[Part I —Cybeckie Iisu Information

CrbaRar? Srial Number(s):

Retum Dot Biacs o e

J——

Bz Tl

Sigmatae Date:
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CREW TIME REPORT
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EMERGENCY EQUIPMENT—USE INVOICE
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EMERGENCY FIREFIGHTER TIME REPORT F 0163743

s G o ot B o
O O Do Orwtontom _ Done
T Ty FEas b e e
[ e T S ow
S ol retemilary
T GO0E WUST B EXTERED BELOW 3 N EASE OF ACGOERT ROTRY 3
G e
S i s ==
= s e n S T
L7 = > S
5 FRE LOCATION DENTEATION
G K S— r 3 T r 3 oD

e e

- S| [ N
M — T, —— |
— [y
b= =
s e e e
T T e T TR e
O SR oA o Ban o = = —
T T e
-y By s fefell
! =
! =
i
e
e [0 Gk awber S
o =
=
[NGTE The above flers are comect and proper for 3
T =
o







image19.png

EMERGENCY EQUIPMENT SHIFT TICKET

NOTE: The responsible Government Officer will update this form each day or shift and make initial and final equipment inspections.

1. AGREEMENT NUMBER

2. CONTRACTOR (name)

3. INCIDENT OR PROJECT NAME

4. INCIDENT NUMBER

5. OPERATOR (name)

6. EQUIPMENT MAKE

7. EQUIPMENT MODEL

8. OPERATOR FURNISHED BY
[J conTRACTOR [ coveERNMENT

9. SERIAL NUMBER

10. LICENSE NUMBER

11. OPERATING SUPPLIES FURNISHED BY
[J CONTRACTOR (wet) [ GOVERNMENT (dry)

12. DATE
MO/DAY/YR

13. EQUIPMENT USE

START

STOP

HOURS/DAYS/MILES (circle one)

WORK

SPECIAL

14. REMARKS (released, down time and cause, probiems, etc.)

15. EQUIPMENT STATUS
Oa Inspected and under agreement
[J b. Released by Government
[J c. withdrawn by Contractor

16. INVOICE POSTED BY (Recorder's initials)

17. CONTRACTOR'S OR AUTHORIZED AGENT'S SIGNATURE

18. GOVERNMENT OFFICER'S SIGNATURE 19. DATE SIGNED
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Education Center Meter Record
[pate [ [rimd - [Mater

1-Apr-2018
2-Apr-2018|
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Previous:
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ATTACHMENT B- CEDAR MORAINE FIELD INSPECTION FORM

DATE: 4/4/2017 NSPECTED BY: Mark Hopf
[WEATHER: | Overcast, 52F
LocaTion: Canyon Creek
IFYES, ANY LOCATION, DESCRIPTIONS,
FIELD VISUAL INSPECTION CHECKLIST ANSWER, (YESINO) |  CHANGE SINCE
LASTVISIT? PHOTO #,ETC.
EARTH MOVEMENTS:
1. Any apparent earth falls from steep Slope or Cliff?. Ov= @ Ov= Ow
[2-Any soil erosion occurring from siope? Ov= @ Ov= Ow
[3-Any apparent ground settiement or depression?. Ov= @ Ov= Ow
[4”Any cracks on the ground? Ov= @ Ovs Ow
5. Any apparent ground heave? Ov= @ Ovs Ow
6. Any earth flow occurred? Ov= @ Ovs Ow
7 Any lateral earth spread? Ov= @ Ovs Ow
SURFACE WATER AND GROUNDWATER:
[3-Any groundwater seeping out of siope? Ev= O Ov= @
[0-1s seepage turbid? Ov= @ Ovs Ow
10. Any indication of water buildup within slope? Ov= @ Ov= Ow
11. Any standing water on slope that may cause side? | ve @ Ov= Ow
12. Any water flow that may undermine slope toe? Ov= @ Ov= Ow
SURFACE VEGETATION AND OBJECTS:
13. Any trees tilt or leaning? Ov= @ Ovs Ow
14. Any vegetation distress indicating a slide? Ov= @ Ov= Ow
15. Any movedideformed object indicating a slide? Ov= @ Ov= Ow

[OTHER OBSERVATIONS:
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CEDAR MORAINE MONITORING: MANUAL WELLS AND STAFF GAGES

NAME: Mark Hopf DATE: 4/5/2017
STAFF GAGES HEIGHT TIME COMMENTS

HOBO CREEK 0.44 9:00am

OLIVER LAKE 20.42 8:20am

CANYON CREEK 1.38 8:15am

UPPER BOXLEY 288 7:00am

LOWER BOXLEY 468 6:45am
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ICS Form 202

INCIDENT OBJECTIVES

1. INCIDENT NAME 2. DATE 3. TIME

4. OPERATIONAL PERIOD (DATETINE)

5. GENERAL CONTROL OBJECTIVES FOR THE INCIDENT (INCLUDE ALTERNATIVES)

. WEATHER FORECAST FOR OPERATIONAL PERIOD

7. GENERAL SAFETY MESSAGE

8. Attachments (& if attached)
O Organization List (ICS 203)
0 Assignment List (ICS 204)
O Communications Plan (ICS 205)

0 Medical Plan (ICS 206) O Weather Forecast

O Incident Map.
O Traffic Plan

o
o

‘5. PREPARED BY (PLANNING SECTION CHIEF)

10. APPROVED BY (INCIDENT COMMANDER)
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City of Seattle Request for Proposal 

Questions for Addendum 

RFP_SPU_4746



Questions regarding Request for Proposal #4746 titled Content Management System (CMS) are submitted by __________________________________(Vendor)
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City Of Seattle 


City of Seattle 


THE SEATTLE ETHICS & ELECTIONS COMMISSION 
 


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


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


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


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


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


 


 


 


 


 


 


 


 


 
 


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


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


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


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


 


 


 


 


 


 


 


 


 


 
ETHICS AND ELECTIONS COMMISSION 


 


Seattle Municipal Tower 
700 Fifth Avenue,  Suite 4010 


 
Mon - Fri: 8am - 5pm 


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


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


Internet:   http://www.seattle.gov/ethics/  
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City of Seattle’s 
Ethical Standards 
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Contractors, Vendors,  
Customers and Clients 
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SEATTLE ETHICS AND ELECTIONS 


COMMISSION 
 


Your advocate for fair, open, and honest government. 







of 
The City of Seattle’s 
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The Code of Ethics 
Seattle Municipal Code (SMC) 4.16 


 


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


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


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


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


http://www.seattle.gov/ethics/�
�


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


206-684-8500 
 


HIGHLIGHTS 


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


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


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


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


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


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


 


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


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


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


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


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


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


INVITATIONS TO SEMINARS & CONFERENCES 


 


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


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


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


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


Example: For one year, former employees 
may not assist their new employers in seeking 
permits from the City department they left. 
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Page 6 of 6

Vendor’s Name: ______________________________________________________________


City of Seattle Vendor Questionnaire

RFP-4746

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







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



		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 Billing Contact Person:  Identify the person who will prepare and manage your invoices. This helps the City contract manager offer instructions that ensure your invoices are promptly paid.



		Person and Title 

		     



		Person’s Phone Number

		     



		Person’s Fax Number

		     



		Person’s E-Mail Address

		     







		Vendor Registration with City of Seattle



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

		Yes  |_|        No   |_|   





		Most companies must hold a Seattle Business License (if you have a facility/office in Seattle, conduct sales visits to Seattle, deliver products in your own trucks, or perform on-site work in Seattle).  If you fall within that category, will you immediately seek a business license no later than your notice of award and ensure all city taxes are paid current? 

		Yes |_|              No|_|     









		Ownership

		.



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

		   Yes |_|       No|_|   

   



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

		     



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

		     



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

		     







		Financial Resources and Responsibility

		Specify yes or no.  





		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?

		     



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

		     



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

		     



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

		     







		Social Equity compliance

		Specify yes or no.  



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

		      



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



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

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

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



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

		     



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

		      

 



		Does Vendor anticipate hiring a subcontractor or new employees to perform the work required under this contract?  IF YES, attach the mandatory Inclusion Plan.   Obtain the form by clicking on the following link http://www.seattle.gov/city-purchasing-and-contracting/social-equity/wmbe and choosing the Purchasing WMBE Inclusion Plan under the WMBE Inclusion Plans menu.  



		      









		Disputes

		Specify yes or no.  





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

		     



		Does your firm have outstanding judgments pending against it?

		     



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

		     



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

		     







		Miscellaneous 

		Specify yes or no. 

 



		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.  

		     



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

		     



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



		     



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

		     



		Is there any other information the City should be aware of regarding your financial, criminal or legal history that has bearing on the work that the City is considering you to perform?  For example: conviction or civil judgement rendering against the firm for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government contract or subcontract; violation of federal or state antitrust or similar statutes, relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen property, any present indictment for, or otherwise criminally or civilly charged by a government entity.



		     



		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. If the Offeror has engaged in any lobbying activities, 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, 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;



		     







		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?  

		     







		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.   











		     



		Proposal Expiration

		



		The Vendor understands that Offers are valid until the City awards a Vendor Contract or rejects all offers.  









		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:

		     












City Non Disclosure Request 



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



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





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



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



		Document Page: 

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

		Statement:

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

		RCW Exemption:  

Specify the RCW exemption including the subheading



		



		

		



		



		

		



		



		

		









For this request to be valid, you must specify the RCW provision or other State or Federal law that designates the documents as exempt from disclosure.  Please refer to Chapter 42.56 of the Revised Code of Washington for the exemptions.  






Equal Benefits Compliance Declaration



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

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



[bookmark: Check5]|_|	Option A The Contractor makes, or intends to make 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.  



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



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



[bookmark: Check8]|_|	Option D Collective Bargaining Delay.  Benefits are available on an equal basis to non-union workers, but union workers are subject to a collective bargaining agreement that does not provide equal benefits.



[bookmark: Check9]|_|	Option E Open Enrollment Delay. The first open enrollment period for implementing Equal Benefits is not available until after contract execution



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



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



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



Equal Benefits Instructions

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

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

2. The Buyer or Coordinator for the solicitation can answer 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.



FAS Revised 6/8/2017
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City of Seattle


Inclusion Plan




		Solicitation Number & Title:

		RFP-SPU-4746 Content Management System (CMS)



		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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City of Seattle RFP #SPU-4746

Title: Content Management System (CMS)



		Item #

		Minimum Qualification

		Complies

		If you comply, describe how you meet the minimum qualification



		1

		Vendor has a minimum of three (3) years continuous experience implementing and supporting Content Management software solutions.

		

		



		2

		Vendor has successfully deployed a minimum of one (1) project and has supported the software for minimum of one year, with an agency of similar size and complexity to the City of Seattle.

		

		



		3

		Proposed project manager has managed at least one (1) software implementation project of similar scope and complexity within the last five (5) years.

		

		



		4

		Proposer is the Software Manufacturer or a Certified/Authorized Reseller of the proposed software/system.  The Proposer, if other than the manufacturer, shall submit with the proposal a current, dated, and signed authorization from the manufacturer that the Proposer is an authorized distributor, dealer or service representative and is authorized to sell the manufacturer's products.  Failure to comply with this requirement may result in bid rejection.  This includes the certification to license the product and offer in-house service, maintenance, technical training assistance, and warranty services, including sale of available spare parts and replacement units if applicable.

		

		





MINIMUM QUALIFICTIONS

Please check the applicable box to signify compliance or non-compliance to each minimum qualification.  Describe exactly how you achieve each minimum qualification.  The determination that you have achieved all the minimum qualifications is made from detail provided this document or a document with the same information. Non-Compliance to any of the minimum qualification would disqualify your proposal as non-responsive without further consideration.
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City of Seattle RFP #SPU-4746

Title: Content Management System (CMS)

MANDATORY TECHNICAL REQUIREMENTS


Please describe exactly how you achieve each requirement.  The determination that you have achieved all the mandatory technical requirements will be made from this document. The City is not obligated but may review other submitted documentation that contains information that supports compliance. Vendors that do not meet all the mandatory technical requirements, their proposal will be eliminated as non-responsive.



		Item #

		Mandatory Technical Requirements

		Describe how your solution meets the technical requirement



		01

		System enables users to collect data, manage data and publish data

		



		02

		System functionality is available in both connected and disconnected modes

		



		03

		System manages issuance of inventory

		



		04

		System protects Personal Identifiable Information (PII)

		






















Please Attach More Pages if Needed

1 | Page
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Page 1 of 7

Vendor’s Name: 



City of Seattle RFP# SPU-4746

Title: Content Management System (CMS)

Management Response

1 Company Information


Company Experience 

1. How many years has the company been engaged in implementing Component Management System (CMS) packaged software systems similar in size to the City of Seattle in public or private environments?  Please describe implementation projects most comparable to the solution being proposed to the City.


2. Please provide a brief company history and overview.   

Company Organization


		How many years has the company been in business?

		     



		Please attach an organization chart.

		



		How many employees does the company have associated with development of a CMS?

		United States:                        # employees

Pacific Northwest


WA, OR, ID, AK:                  # employees

Outside the US:                      # employees





		How many employees are associated with these types of products/systems does the company have in each of the following categories?




		Customer Support:                      # employees

Installation & Training:              # employees

Product Development:                # employees

Product Implementation:            # employees


Sales, Marketing:                        # employees



		Average annual staff turnover rate for employees in key staff positions

		     



		Location of office that will serve as the primary contact during implementation

		     



		Does the company have any user group support organizations?

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     

Title of Organization:



		Identify the closest meeting location that your company has for the Seattle area

		     





Current Commitments

As an Attachment, list at least three of the highest dollar contracts currently held by your firm. If you have held less than five, list all that have been held.  For each contract, state the client’s name, a brief description of the items provided by your firm, the dollar value of the contract, the approximate share of current income derived from the contract, and the expected contract termination date.   


Attach a discussion that addresses 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 of Seattle schedule and project delivery.

Previous Experience 

As an Attachment, list all contracts with similar scope and magnitude held within the previous three years.  If you are a national company, you may list all contracts held by the office that will serve the City of Seattle. Provide: Client’s name, contact person’s name, title, telephone number and/or email address, the dollar value of the contract, the contact start and completion dates, and a brief description of the scope of each contract provided by your firm.  Indicate whether the contract was similar in size, scope, and/or complexity as required by the City in this solicitation.  

The clients listed by the vendor 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.  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.


Terminations 

If any, list any contracts that have been terminated before the project completion in last five years with your firm (if you are national company, list those terminations for the office that will serve the City of Seattle).  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 delivery and 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.

Have you had any early Contract Terminations?   
Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     

If yes, are termination descriptions attached?  

Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     

Prime Contractor 

If your proposal includes hardware, software and services from a third party, the Company must act as prime contractor for procurement of all proposed products and 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 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.

1.  Will Vendor utilize subcontractors?   Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     

2.  If yes, attach 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.      Attached?  Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     

If you responded yes and are utilizing subcontractors (or third-party vendors), please also complete the following chart.

		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

		     

		     

		     



		Other Software

		     

		     

		     



		Training

		     

		     

		     



		Client Devices/Hardware

		     

		     

		     



		Data Base Administration

		     

		     

		     



		Networking/Infrastructure

		     

		     

		     



		Security

		     

		     

		     



		Development

		     

		     

		     



		External System Interfaces Development

		     

		     

		     



		Functional/Business  Analysis

		     

		     

		     



		Testing

		     

		     

		     



		Deployment

		     

		     

		     





Prime – No Subcontracting

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. 


2 Project Approach and Schedule


Proposed Project Approach


Attach a discussion of your proposed project approach.

Proposed Schedule and List of Deliverables

Attach a proposed schedule with a list of deliverables.  Include dates, time, milestones and acceptance periods.


Development Approach 


Provide a description how your proposed solution will be delivered.  Include information on development methodology to be utilized to deliver expected solution such as Waterfall, Scrum, Agile, etc.  Provide information on whether the City should expect delivery of the solution in one or multiple phases. If delivery is to be provided over multiple phases describe key phases of solution delivery. 

Project Organization


Provide a diagram that illustrates the Vendor’s project organization.  Include the names of key project staff and any subcontractors.  Identify all internal and external communication paths, including within the Vendor’s project staff and between the Vendor and City project staff.


Projected Resources 

Based on experience with projects of this size and scope, please describe the level of staffing provided for the following project phases:


· Development of the Detailed Design Document

· Solution Development

· Project implementation

· Training


· Testing 

· Warranty


· Post-warranty


Please be specific in describing the number of positions required, roles, responsibilities, and prerequisite skills of all staff members.  Provide any City Resource requirements needed.  

Training Proposal 

Attach a proposal for training to the City of Seattle. Identify any associated costs.  Include specifics on initial training and any on-going training available for solution.  Include information on manuals and other documentation to be provided.  

Testing 


Based on experience with projects of this size and scope, please describe your process for testing of software solutioning.  Be specific on how your software solution will be tested to validate functionality and include the expected User Acceptance Testing (UAT) process to be utilized for validating product functionality and acceptance.  


3 Proposed Staff


Project Team Matrix

Complete the matrix with the number of years of experience for each proposed team member/key staff in each subject area.   

		Team Member Name:

		Years of Experience in Project Manager:

		Years of Experience in Business Analysis

		Years of Experience Training

		Years of Experience servicing Public Sector Clients



		

		     

		     

		     

		     



		

		     

		     

		     

		     



		

		     

		     

		     

		     



		

		     

		     

		     

		     



		

		     

		     

		     

		     



		

		     

		     

		     

		     





Roles of Key Staff 

Describe the project roles and responsibilities for each key staff member and sub-contractor identified in the Project Organization diagram.

Key Staff Experience and References

Vendor shall provide resumes of staff to be assigned and provide references of companies staff have provided company solutions.  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

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.

Location of Key Staff or Project Team


The City prefers to work with a Vendor that has key staff or project teams located near The City.  Provide a list that describes the geographic distribution of key staff members.  If key staff members or project teams are available to work locally, please provide information regarding the duration of their availability.


Key Staff Assignment Priority


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. 


Project Management


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.  

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 regard to coordinating the Vendor resources in support of the project.

Project Completion

The Vendor must provide the expected completion dates of key milestones, any phase completions and overall project completion.  If solution is to be delivered in a phase approach provide the key deliverables for each phase.

Project Manager Qualifications


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.

4 Future Support and Enhancements


Future Software Support

If Vendor proposes software customization, discuss and describe how customized software will be supported.


Software Version Upgrades

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

Future Functional Enhancements to Base Software 


Methodology


The Vendor should explain the methodology used for implementing future functional enhancements to the base CMS system software solution.


Enhancement Protection


The Vendor should explain how the City might avoid unwanted future enhancements.

Ongoing Annual Costs


The vendor to provide any annual subscription costs and any other costs including hardware needs that will be required with vendor solution.  


Changes Requests with Expected Hourly Rates 


The vendor shall provide their process for requesting change to project scope, schedule and budget and provide expected hourly rated for any change.  
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Functional and Technical Specs.xlsx
Instructions



						City of Seattle RFP# SPU-4746

						Content Management System (CMS)

						Technical & Functional Response



						Instructions for completing the Technical & Functional Response:



						This technical response follows the embedded document in Section 8, Business Requirements and Reference Documentation. 
Please refer to that document when completing your response. Please do not leave any area blank.







				A.		Select the correct value in the 'Software Ability to Deliver' column for each requirement

						Delivered w/ base software solution  (Requirement is met in standard, base software)

						Will require customization  (Requirement can be met via custom development work)

						Software cannot provide  (Requirement cannot be met with software)



				B.		Select the correct value in the 'Vendor's Past Experience Delivering Requirement' column for each requirement

						Extensive experience w/ multiple past projects

						Some experience with 1-2 past projects

						No past experience / new development process



				C. 		Describe how the requirement is met

						Describe how the software meets the requirement.  

						If the requirement cannot be met with the software, described the work around process (if any).









































Conformance



				City of Seattle RFP# SPU_4746

				Vendor:

				Technical and Functional Requirement Response



				ReqID to BRD		Requirement Title		Requirement Description		Priority of Reqrmt		Software Ability to Deliver (Pulldown menu)		Vendor's Past Experience Delivering Requirement (Pulldown)		Must describe how the requirement will be met or reason cannot meet this requirement (provide process or development process needed to deliver)

tc={516D2B74-E9D7-4C3B-9E8D-A150377B9463}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Notes in this column should be at the end of each requirement description (column 2)

								Functionality

				F0001		Data Collection		System allows user to collect data required to publish all information products listed in ‘Section 5.3 – Target State Information Product Inventory' of the requirements document		Critical 

				F0002		Data Publication		System allows user to publish all information products defined in the BRD ‘Section 5.3 – Target State Information Product Inventory' of the requirements document 		Critical 

				F0005		Review & Approval Workflow		System provides review and approval workflow for designated information products		Critical 

				F0006		Disconnected Data Viewing		System provides the ability to view all data when disconnected from the network . (* See Below)		Critical 

				F0007		Disconnected Data Collection		System allows for disconnected data collection. (* See Below)		Critical

				F0008		Data Sync		System will sync data from mobile devices when connected via Wi-Fi or hard wire		Critical 								Extensive experience w/ multiple past projects

				F0025		Access Device Issuance & Return		System tracks issuance and return of access devices		Critical 								Some experience with 1-2 past projects

				F0010		Daily Activity Reporting		System enables creation of reports based on business process, component elements, and system activity statistics (e.g., by business process, by date, by user, by asset, by location)		Critical 								No past experience / new  development process

				F0017		Permissions		System shall support applying permissions to users to control what each can view and edit		Critical

				F0003		Proof of Inspection		System provides functionality to generate and print a tag proving a piece of equipment has passed an AIS Inspection		Critical								Delivered w/ base software solution

				F0004		Analytics		System allows analytics and statistics on content component elements and system activity		High								Will require customization

				F0011		Email Publication		System allows publication forms to be emailed as needed		High								Software cannot provide 

				F0013		Print		System enables users to print information products from mobile, laptop, and desktop platforms		High

				F0014		Notification		System notifies supervisor anytime a designated business process occurs (e.g. staff member initiates an emergency response)		High

				F0015		Attachments		System shall support attaching photos, videos, maps, or other files during data collection		High

				F0018		E-Signature		System is compatible with e-signatures		High

				F0019		Search		System enables users to search on any content component element		High

				F0020		Mobile Printing		System enables users to print permit and non-permit citations and recreation violations from a mobile device disconnected from the network		High

				F0021		Define and Format Templates		System will enable defining and formatting templates for data collection and publication forms including ability to add logos to meet city or external agency standards		High

				F0022		Interrupted Workflow		System will support an interrupted workflow – user will be able to pick up where (s)he left off		High

				F0031		Spell check		Data collection forms will have spell check functionality		High

				F0034		System Errors		System maintains a log of system errors and system exceptions		High

				F0035		Automated Workflow		System automates workflow between information products for specified business processes		High

				F0036		Auto Data Collection		System shall make use of current technologies to populate data collection forms and eliminate manual data entry (e.g., driver’s license scanning)		High

				F0037		Non-city Employee Interaction		Non-city employees will provide agreement to policies using an electronic signature or driver’s license scan		High

				F0009		Trend Analysis		System to provide functionality to create graphical representations of content component elements and system activity statistics		Med

				F0012		Save As		System enables users to save to multiple formats (e.g., Office 365, .pdf, .txt)		Med

				F0016		Drag & Drop		System allows items to be attached via drag and drop		Med

				F0023		Autosave		Edits will be autosaved		Med

				F0024		Notifications		System generates mass communications to be sent to permit holders and/or staff (e.g. “Watershed closed for weather”)		Med

				F0026		Lost Access Device		If an access device is not returned by date of designated return all user access rights will be suspended until resolved		Med

				F0027		Task Creation		System supports creation of work tasks (role dependent)		Med

				F0028		Task Assignment		System supports assigning work tasks to staff members		Med

				F0029		Task Completion		System supports staff members marking a work task as complete		Med

				F0030		Automated Notification		System sends an automated notification to supervisor when a user marks a work task as complete		Med

				F0032		Smart search		Search functionality shall recognize when a user has misspelled a word and return results for the correct spelling		Med

				F0033		Intelligent word choice		System will present contextual and frequently used word choice while authoring content		Med

								Performance

				P0001		Concurrent Users		System must not experience performance degradation with less than 25 concurrent users		Critical 

				P0004		System availability		System is up and running 24/7/365		Critical

				P0002		Disconnected Searches		Searches for content while disconnected from the network must return results within 5 seconds		High

				P0003		System Launch		System must launch in less than 10 seconds		High

				P0005		Uptime		System must be available ~99.7% (i.e. < 24 hours down time annually for maintenance and service repair)		High

				P0007		Data Quantity		System to support the level of activity shown in the Annual Report (found in section 8 of the RFP) as well as expected growth		High

				P0006		Usage Analytics		System provides detailed analytics on levels of usage and performance within the tool		Med

								Hardware

				H0001		Devices		Touch friendly hardware (tablets) for Watershed Protection to use after implementation will be provided with solution		Critical 

				H0002		Mobile Friendly		System must function on all mobile devices (e.g. IOS, Android, and Windows) – touch friendly		Critical

				H0004		Citation Hardware		Hardware for printing citations is separate from the software solution but is to be included in overall scope (similar to mobile ticketing devices used by Seattle Police Dept)		Critical

				H0003		Responsive		System interface is responsive to change in screen size and hardware (e.g., iPhone, iPad, MS Surface Hub)		High

								System Relationships

				SI0001		External Interfaces		System interfaces with Active Directory. Can also interface with other City systems such as AMAG, Videx, Keystone, Maximo, Fleets, PeopleSoft/Summit, WiseTrack and other systems as needed		High

				SI0002		User data		System shall make use of active directory profiles and populate user identification (name, phone, email, etc.) fields automatically		High

								DATA

				D0001		Permit Information		System provides the ability for users to view access permits and know the approved vehicle and allowed driver and passengers		Critical 

				D0006		Access Device Tracking		Access devices supplied to permit holders must be linked to the corresponding permit		Critical 

				D0008		Version Control		All content managed by the system must be version controlled		Critical 

				D0013		Data Management		System will manage data collected by the Watershed Protection Section (data identified in ‘Section 5.3 – Target State Information Product Inventory’) of the requirements document		Critical

				D0023		Disconnected Data Viewing		Content for the calendar year for designated information products will be made available disconnected from the network. (* See Below)		Critical

				D0002		Permit Data Elements		Certain data elements (e.g., End Date) on an access permit must remain editable after issuance of the permit (identity dependent)		Critical

				D0010		Edit Control		Certain component elements may be edited (with necessary permissions), even if prepopulated (e.g., dates); other component elements are read only		Critical

				D0011		Data Availability		Data in system will be available to other systems across the Enterprise (e.g., Tableau)		Critical

				D0014		Numbering		Watershed access permits are assigned a unique and randomly generated permit number – all other content requiring an identifier are to be sequential (e.g., fire reporting forms, AIS Inspections, incident reports, and violation notices)		Critical

				D0003		Historical Data		Historical data from existing systems and processes must be imported in a one-time data dump to consolidate all data		High

				D0005		Content Labeling		System will generate something like a barcode or QR code for Permit and AIS Inspection Tag publication forms so that users can retrieve and view all related content components while disconnected from the network		High

				D0007		Data Reuse		System shall reuse enterprise information whenever possible to enable efficient data entry and error reduction		High

				D0009		Metadata		All components and component elements will be tagged with metadata		High

				D0012		Tagged Content		When a document (pdf, photo, etc.) is attached to a data collection form, that document is tagged with metadata and follows the content throughout the lifecycle		High

				D0015		Access Device Issuance		System shall utilize different data collection forms depending on whether an access device is being issued to a city employee, watershed employee, or contractor		High

				D0016		AIS Inspections		If an AIS inspection is related to a permit, system will auto populate component elements and link information products		High

				D0018		Return applicants		System will auto populate permit component elements if applicant previously received a permit		High

				D0019		Data Validation		System will compare data entry against a list of values to determine if valid		High

				D0021		Data Completeness		System will confirm that all data is available for processing		High

				D0022		Data Quality		System will detect errors introduced during transmission and storage		High

				D0017		ICS Collection Input Form		System will reuse ICS content and support ICS workflow		High

				D0020		Universal Resource Identifier		Publications will be assigned a Universal Resource Identifier (URI)		High

				D0004		Prepopulate		System shall pre-populate date/time and User ID fields while leaving the ability to override		Med

								User Experience

				UX0001		Intuitive App Like Experience		System shall deliver an intuitive app like experience to collect, manage, and publish content important to Watershed Protection workflow processes		Critical 

				UX0002		Paper Forms		System shall replace paper forms used in Watershed Protection workflows		Critical 

				UX0007		Ease of Use		System shall utilize features such as drop-down menus and check boxes to minimize open text fields and provide an intuitive, easy to use solution		Critical 

				UX0006		Monochromatic Colors		Optimize color scheme for outdoor use (sun, rain, etc.)		Critical

				UX0003		Simplistic workflow		Permit solution will reduce the number of steps, and people, required to issue an access permit to the watershed		Critical

				UX0005		End-user Virtualization		Personalized settings are retained for a user from session to session		High

				UX0008		Required Fields		System will identify certain fields as required when a user is entering data		High

				UX0004		Customized View		User can customize interface to suit needs		Med

								Transition

				TXN0001		Training		Watershed Protection staff requires training in the use of new system		Critical 

				TXN0002		User Manual		User manual will provide all system operation specifics and be approved & delivered prior to going into production		Critical 

				TXN0004		Seattle.gov		Will be updated when CAPS (previous system) is no longer in use		Critical 

				TXN0003		Change Process		Process for making changes to the system must be provided		Critical

								Enterprise Architecture

				EA0004		Discontinued Usage		System will eliminate the need for AIS Inspections to be accomplished in Maximo, permit creation in CAPS, and the use of Report Exec. (* See Below)		Critical 

				EA0005		ITD Standards, Policies, Guidelines		System will comply with Seattle ITD standards, policies, and guidelines		Critical 

				EA0006		Reconfigurable		Solution will be flexible with data collection and publication forms as the requirements change based on needs of external organizations		Critical 

				EA0001		Disaster Recovery		"Backup and disaster recovery capabilities are provided for business continuity capabilities to include the following parameters: - Maximum Tolerable Period of Disruption (MTPD): 8 hours - Maximum Tolerable Data Loss (MTDL): 24 hours - Recovery Point Objective (RPO): < 24 hours - Recovery Time Objective (RTO): < 8 hours "		Critical

				EA0002		Scalability		Solution architecture will be scalable to ensure performance		High

				EA0003		Email		Solution can generate email messages compatible with Microsoft Outlook		High

				EA0007		Remote Access		System will be accessible from anywhere at any time with any device		High

				EA0008		Data Reuse		System data will be reusable to enable efficient and effective information product delivery and error reduction		High

								Privacy

				PV0001		Information Protection		System will secure and protect personal identifiable information (PII) and manage Public Disclosure Requests		Critical

								Security, Risk and Compliance

				SRC0001		Record Retention		System will comply with the record retention schedule under Washington Administrative Code (WAC) 44-14-03005 and destroy records when no longer needed		Critical 

				SRC0002		Security		System will be housed in a secure environment to prevent unauthorized access		Critical 

				SRC0003		Single Sign On		System will be SSO compliant to enable access to all areas of the tool with one login		High

								IT Service Management (ITSM)

				ITSM0001		ITSM Support		IT Service Management will need to be aware of and knowledgeable in the use of the new Watershed IMS tool to be able to support and also know to whom issues can be elevated		Critical 

				ITSM0003		ITD Listens		ITD will demonstrate that they are listening to the customer and will use feedback and data to continuously improve the system		High

				ITSM0004		ITD Knowledge Base		ITD will maintain a knowledge base of issues, resolutions, and known bugs		High

				ITSM0002		Service Desk Analytics		ITD will have analytics in place to report ticket resolution performance and Pareto chart summaries of service desk activity		Med



				* Note:  If this requirement is to be provided with use of separate software  than state software product and provide description how overall requirement is to be met. 

Notes in this column should be at the end of each requirement description (column 2)
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Pricing Worksheet.xlsx
Instructions

		PRICING SHEET INSTRUCTIONS - RFP_SPU 4746 Content Management System (CMS)



		1		For the purpose of this pricing proposal, base your pricing to adequately service the City of Seattle environment, specified as:                                                                                                                                                                                                                                                   

				12 total City of Seattle users with full rights (6 concurrent users)

				2 additional super-users with full admin rights

				10 users with read-only rights



		2		Base your pricing to include the "Basic" or lowest level of annual maintenance.  

		3		For on-premise solutions, list and price all hardware costs.  "Fully-Loaded" labor costs for system administration will be added by the City.

		4		Base your pricing to include 3 days of on-site training.

		5		Proposed pricing should be for a complete system and include hardware, software, and services included those from all third-party components, Please breakout your responses to address pricing and services associated with software, hardware and other services separately. 

		6		You must price a complete end-to-end solution that includes software/license, implementation, customization (if necessary), training, annual support and maintenance, hardware (if on-prem), etc.









Vendor Pricing Sheet

		PRICING RESPONSE - RFP-SPU 4746



		Instructions to Vendor:

		1		Provide pricing details below to meet full compliance for the City of Seattle environment described in the Instructions Tab of this Pricing Sheet.

		2		This price shall include a complete end-to-end solution that includes software/license, implementation, customization (if necessary), training, annual support and maintenance, hardware (if on-prem), etc.

		3		List any pricing assumptions and/or notes below the spreadsheet.

		4		If you choose to bid multiple software scenarios (i.e., cloud, onsite), a complete bid package for each scenario is required.  The City will not accept one bid package with two pricing scenarios.

		5		For on-premise solutions, the City will add "fully loaded" labor costs for system administration costs.

		6		Entries in each table are meant to be examples. You may change/add/delete these entries as necessary to formulate your cost proposal.



				 ON-PREMISE SOFTWARE COSTS                                                                                           MANDATORY if Proposing an On-Premise Solution

												Three Years Extended Price 								Five Years Extended Price

				Project Component		PHASE or
TYPE		QUANTITY
(if applicable)		UNIT COST
(if applicable)		COST 
2019		COST
2020		COST
2021		COST
2022		COST
2023		COST
2024		Total

				License Costs 		One-Time																		$0.00

				Recurring Maintenance/Support 		Annual																		$0.00

																								$0.00

																								$0.00

																								$0.00

																								$0.00

																								$0.00

										 		 												$0.00

																								$0.00

				TOTAL								$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00



				OR



				HOSTED SOFTWARE COSTS                                                                                                                                                                                              MANDATORY if Proposing a Hosted Solution

												Three Years Extended Price								Five Years Extended Price

				Project Component		PHASE or
TYPE		QUANTITY
(if applicable)		UNIT COST
(if applicable)		COST 
2019		COST
2020		COST
2021		COST
2022		COST
2023		COST
2024		Total

				License Costs 		One-Time																		$0.00

				Hosting Set-Up Cost		One-Time																		$0.00

				Recurring License / Maintenance / Support / Hosting Costs		Annual																		$0.00

																								$0.00

																								$0.00

																								$0.00

																								$0.00

				TOTAL								$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00



				SOFTWARE IMPLEMENTATION COSTS                                                                                                                                                                                                               List all software implementation costs associated with the solution here

												Five Years Extended Price

				Project Component		PHASE or
TYPE		QUANTITY
(if applicable)		UNIT COST
(if applicable)		COST 
2019		COST
2020		COST
2021		COST
2022		COST
2023		COST
2024		Total

				Project Planning		One-Time																		$0.00

				Project Management		One-Time

				System Solution Delivery (includes design, development, implementation)

				Training 		One-Time

				Support 		One-Time																		$0.00

				Other Key Pricing 

				     Migration of existing data		One-Time																		$0.00

				     System Integration		One-Time																		$0.00

				     Provisioning and security		One-Time																		$0.00

				     Project Contingency  		One-Time																		$0.00

				     Taxes 		One-Time



				TOTAL								$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00



				HARDWARE COSTS                                                                                                                              List all hardware costs associated with the solution here.  Project components listed below are meant to be examples.  Please edit/change/delete as necessary.

												Five Years Extended Price

				Project Component		PHASE or
TYPE		QUANTITY
(if applicable)		UNIT COST
(if applicable)		COST 
2019		COST
2020		COST
2021		COST
2022		COST
2023		COST
2024		Total

				Servers		One-Time																		$0.00

				Routers		One-Time																		$0.00

				Switches		One-Time																		$0.00

				Network Appliances		One-Time																		$0.00

				Laptops 		One-Time

				Annual Hardware Support & Maintenance		Annual																		$0.00

																								$0.00

																								$0.00

										 		 												$0.00

																								$0.00

				TOTAL								$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00



				TOTAL COST OF COMPLETE END-TO-END SYSTEM																				$0.00





				ADDITIONAL USERS                                                                                                     Not to be included in evaluation portion but City reserves the right to purchase these modules at the listed prices during the duration of the contract.

				The City foresees adding additional users in the future.  Please provide the types licenses and the prices for additional users.  The current City environment is available on the Instructions page of this Pricing Sheet.  The City does not guarantee the addition of additional users, but reserves the right to purchase these products at the listed prices during the duration of the contract.

				Item		Annual Cost		Notes

						$0.00

						$0.00

						$0.00

						$0.00

						$0.00

						$0.00



				PRICING ASSUMPTIONS AND ADDITIONAL NOTES                                                  Not to be included in evaluation portion.  Enter any other pertinent information that will help the City understand your proposed costs.

				If you offer discounts (i.e. bundle discount vs. line item purchases), enter that information here, or attach a separate sheet.  Any alternative pricing options may also be entered here.

				 

















				1. Prompt Payment Discount:  _________%____ days.  Note:  Prompt payment discount periods equal to or greater than 10 calendar days will receive consideration and bid pricing will be reduced for evaluation by the amount of that discount.

2. Interlocal Agreement: The City of Seattle has entered into Interlocal Agreements with other governmental agencies pursuant to RCW 39.34, in lieu of those agencies conducting a separate competitive bid.  Does Vendor agree to provide this product or service to such agencies?           

Yes:______ No:_________


By submitting this Proposal, Vendor acknowledges he/she has read and understands the entire Request for Proposals and agrees to comply with its terms and conditions.  The Vendor also agrees to fulfill the offer made in their proposal through any subsequently awarded Contract.


Full Legal Name of Company: ___________________________________________


Signed By:_______________________________


Printed Name:  ___________________________


Date: _____________



















































&P	




Additional Items

				ADDITIONAL ON-PREMISE PRODUCTS/MODULES - For information only.  Not to be included in evaluation portion.

				Please document any additional on-premise products that the vendor offers. City reserves the right to purchase these products at the listed prices during the duration of the contract.

				Item		First Year License Cost		Reoccurring   Annual Cost		NOTES

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00



				ADDITIONAL HOSTED PRODUCTS/MODULES - For information only.  Not to be included in evaluation portion.

				Please document any additional hosted products that the vendor offers. City reserves the right to purchase these products at the listed prices during the duration of the contract.

				Item		First Year License Cost		Reoccurring   Annual Cost		NOTES

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00

						$0.00		$0.00



				ADDITIONAL MAINTENANCE PLANS - For information only.  Not to be included in evaluation portion.

				Please document any additional maintenance plans that the vendor offers. City reserves the right to purchase these products at the listed prices during the duration of the contract.

				Item		Annual Cost		Notes

						$0.00

						$0.00

						$0.00

				ADDITIONAL SERVICES - For information only.  Not to be included in evaluation portion.

				Please document any additional implementation or consulting that the vendor offers. City reserves the right to contract for these services at the listed prices during the duration of the contract.

				Item		Hourly Cost		Notes

						$0.00

						$0.00

						$0.00
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Security and Architecture Response.xlsx
Instructions

						Instructions



				This workbook is designed for the respondants to characterize their solution within the context of the City's technology environment. Answers to the prompts in each section are used to develop a "Characterization Value" for various facets within each of 4 domains. 

Respondent must complete all of the worksheets in this workbook.  For each of the prompts, please place the appropriate response code in the RESPONSE column (see Response Codes, below) .  Blank responses will be consider as "Not Provided".  

In the description field, describe how the product supports the feature described in the prompt and a reference to the product documentation for the feature. Note that the review team does not guarantee to review all referenced supporting documentation, so provide as much information as possible in this spreadsheet.


						Response Codes

				Code		Label		Description

				P		Provided		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. Use this code for Yes.

				M		Modified 		A modification to the software is required to satisfy this requirement.  Describe how much work the modification(s) will entail. 

				F		Future Release		The requirement is met in the next immediate scheduled release of the software.  Provide a schedule for the next release(s).

				N		Not Provided 		The software will not satisfy the requirement. Use this code for No.



						Please complete the following information:



						Company:

						Contact Individual:

						Phone:

						e-mail:





Security



												Security

				Item #								Feature Prompt		RESPONSE COLUMN
P- Provided
M- Modified
F - Future release
N- Not Provided      		Vendor Response
Describe details on how your proposed software solution meets this requirement		Characterization

				RFP-SPU 4746				aspect		seq		Security Architecture						Facet

				S-		1		architecture		3		Vendor performs security testing as part of the development process.						architecture

				S-		2						What type(s) of security testing does Vendor perform and how often?						application

				S-		3		architecture		4		Describe current test results obtained from a certified third party against a suitable standard, e.g., OWASP, explaining the results and any remedial actions taken.						architecture

				S-		4		architecture		5		Solution has application software security in its baseline product as opposed to utilizing strictly operating system and database security.						architecture

				S-		5		architecture		6		Solution secures and authorizes access to the underlying data and databases of the application.						architecture

				S-		6		architecture		7		Solution restricts viewing rights at the field level within a specified screen.						architecture

				S-		7		architecture		9		Solution supports 256-bit encryption and TLS						architecture

				S-		8		architecture		10		Permissions may be set for application objects, individual pages and/or page controls.						architecture

				S-		9		architecture		11		Information exchanged between devices via the System is secured and encrypted.						architecture

				S-		10		architecture		12		System masks the presentation of sensitive data as determined by the City based on user security.						architecture

				S-		11		authentication		0		System supports single sign-on.						authentication

				S-		12		authentication		1		System supports security log-on requiring a user ID and password to prevent unauthorized access to the system and its data files.						authentication

				S-		13		authentication		2		System supports 10-character passwords with password complexity of at least 1 upper case, 1 number, and 1 special character. 						authentication

				S-		14		authentication		3		System supports multi-factor authentication.						authentication

				S-		15		authentication		4		System can store up to 24 passwords to prevent reuse.						authentication

				S-		16		authentication		5		System can support intruder lockout after a certain number of attempts.						authentication

				S-		17		authentication		6		System supports passwords expiring after a specified number of days.						authentication

				S-		18		authentication		7		System utilizes password encryption for secured log on.						authentication

				S-		19		authentication		8		All stored passwords are encrypted and may not be viewed by humans.						authentication

				S-		20		authentication		9		System supports logging users off after a specified period of inactivity.						authentication

				S-		21		authentication		10		The solution supports token based authentication.
(City of Seattle requires that token based authentication is used. The City does not support establishment of site to site VPN to support LDAP or direct AD for authentication.)						authentication

				S-		21		authentication		11		Describe how the solution implements identity and access management.						authentication

				S-		22		authentication		12		Describe the authentication capabilities provided or used by the solution.						authentication

				S-		23		authentication		13		The solution supports SAML.						authentication

				S-		24		authentication		14		The solution supports Oauth.						authentication

				S-		25		authentication		15		The solution supports OpenID.						authentication

				S-		26		authentication		16		The solution supports LDAP.						authentication

				S-		27		authorization		1		Solution accounts are based on the principles of least privilege and roles, and are clearly documented.						authorization

				S-		28		authorization		2		Describe the capabilities for roles-based access and authorization (security profiles, roles, …) provided by the solution.						authorization

				S-		29		auditing		1		Solution provides a real-time security log for attempted violations complete with the date, time, and user ID.						auditing

				S-		30		auditing		3		Solution security function logs user transactions (changes in the data) for daily audit trail reporting. Logs are periodically reviewed for anomalies.						auditing

				S-		31		auditing		4		Solution allows the selection of which fields are included in the audit.						auditing

				S-		32		auditing		5		Solution log entries include Source application module (User Interface, API, etc.), Reason code, Reason description.						auditing

				S-		33		auditing		6		The application administrator may select application modules and data fields for which changes are to be logged.						auditing

				S-		34		auditing		7		Solution supports capturing username, userID, timestamp, success/failure of transaction, originating PC identifier, and transaction description as part of the security log attributes.						auditing

				S-		35		auditing		8		Solution provides reporting on user access by role for auditing purposes.						auditing

				S-		36		policy		2		Vendor conducts background checks on employees.						policy

				S-		37		policy		3		Vendor employees are required to sign a non-disclosure agreement.						policy

				S-		38		policy		4		Solution conforms to City Information Security Standards as described here: http://www.seattle.gov/informationsecurity/pdf/ISSP-Web.pdf 						policy

				S-		39		policy		7		Vendor maintains a single point of contact for escalation of security issues.						policy

				S-		40		policy		8		Vendor has established an Incident Response Plan (IRP) addressing the strategy, process and procedures for the timely detection of and responses to the effects of an information security incident.						policy

				S-		41						Vendor has establshed a Disaster Recovery Plan (DRP) addressing the strategy, process and procedures to recover IT infrastructure and City data in the event of a disaster. This document is expected to align with the City’s Business Continuity Plan.						policy

				S-		42		policy		10		Vendor's DRP is tested annually for the successful recovery of programs and data.						policy

				S-		43		policy		0		Vendor can attest to compliance with SOC 2 Type 2 operating controls. If not currently compliant, explain what is being done to achieve compliance.						policy

				S-		44		policy		1		What formal controls has vendor established where an independent audit or review is performed regularly to assure systems and operations meet required regulations or standards e.g. ISO, PCI?						policy

				S-		45						Does the vendor contractually require sub-contractors to adhere to clients' security requirements?						policy

				S-		46		privacy		0		Data in transit can be encrypted with a NIST-approved encryption method and key strength.						privacy

				S-		47		privacy		1		Data at rest can be encrypted with a NIST-approved encryption method and key strength.						privacy

				S-		48		privacy		2		Backup data can be encrypted with a NIST-approved encryption method and key strength. 						privacy

				S-		49						City data at rest can be securely disposed using a NIST-approved method.						privacy

				S-		50						How does the vendor protect City data from their privileged employees (e.g., administrators)						privacy

				S-		51		privacy		3		Will Vendor share City data with any third party?						privacy

















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Architecture

				RFP-SPU 4746								Architecture and Interfaces

				Item #								Feature Prompt		RESPONSE COLUMN
P- Provided
M- Modified
F - Future release
N- Not Provided      		Vendor Response
Describe details on how your proposed software solution meets this requirement		Characterization

								aspect		seq		Architecture and Interfaces						Facet

				AI-		1		environment		0		The system architecture is modular in nature, separating presentation from processing and data persistence.						environment

				AI-		2		environment		1		Architecture of system is designed to optimize performance, availability, disaster recovery and security.						environment

				AI-		3		environment		2		Describe the architecture of your solution, detailing the various components (both hardware, if applicable, and software) and their high level functions. A context diagram is helpful.						environment

				AI-		4		environment		3		Where are the components hosted (e.g., application may be on application server, client on desktop)?						environment

				AI-		5		environment		4		The solution is based on a single instance for its application services (e.g., single application server, single middleware server, single database server comprising a single instance for all functionality).						environment

				AI-		6		environment		5		If the solution has multiple instances, describe the architecture of the various instances and how they are configured to provide the solution's functions.						environment

				AI-		7		environment		11		The solution support virtualization of compute and storage infrastructure.						environment

				AI-		8		environment		12		List any specific hardware and/or software requirements.						environment

				AI-		9		environment		13		Backup and disaster recovery capabilities are provided for business continuity capabilities.						environment

				AI-		10		environment		14		Describe how the solution provides business continuity capabilities with its backup and disaster recovery features.						environment

				AI-		11		environment		15		The solution can fail-over to a standby system within minutes.						environment

				AI-		12		performance		6		The solution architecture enables scalable configurations to ensure performance.						performance

				AI-		13		performance		7		Describe the strategy for solution scalability (e.g, horizontal, distributed).						performance

				AI-		14		performance		8		The solution architecture supports highly available configurations.						performance

				AI-		15		performance		9		Describe the highly available architecture.						performance

				AI-		16		application		0		State any client requirements for solution capabilities, such as document access and manipulation. 						application

				AI-		17		application		1		System requires no client-side software beyond the browser.						application

				AI-		18		application		2		Solution is compatible with multiple versions of Internet Explorer (starting with IE 11), Chrome, and/or Firefox. 						application

				AI-		19		application		3		System does not require installation of browser plugins (e.g., Active-X Controls, Applets).						application

				AI-		20		application		4		System provides the ability to generate email and calendaring messages that are compatible with Microsoft Outlook.						application

				AI-		21		application		5		The solution provides configuration options for managing functional (e.g., configuration of valid values) and non-functional capabilities (e.g., configuration to enable specific web services).						application

				AI-		22		application		6		The solution configurations includes algorithms for processing data (as opposed to requiring customization or custom development) 						application

				AI-		23		application		7		Describe an example of implementing a capability that exceeds the ability to configure the solution and would require customization.						application

				AI-		24		application		8		What is the amount of anticipated configuration vs customization to support the City’s communicated / documented business requirements.						application

				AI-		25		application		9		Describe the configuration steps and deployment procedures to implement a configuration change to the solution.						application

				AI-		26		application		10		Externally facing (public web) user interface is ADA compliant.						application

				AI-		27		application		11		Externally facing (public web) browser/user interface is mobile responsive.						application

				AI-		28		application		12		Internally facing browser/user interface is mobile responsive.						application

				AI-		29		application		13		The solution's mobile capabilities are implemented through an application that must be installed on the device.						application

				AI-		30		integration		0		Solution is based upon a service oriented architecture.						integration

				AI-		31		integration		1		System includes interfaces with an open API.						integration

				AI-		32		integration		2		System supports industry standards REST or SOAP for web services.						integration

				AI-		33		integration		3		Solution supports JSON payloads.						integration

				AI-		34		integration		4		Solution supports XML payloads.						integration

				AI-		35		integration		5		Describe the solution's payloads which conform to an open industry standard data model (e.g., CIM, MultiSpeak).						integration

				AI-		36		integration		6		Describe the solution's payloads that conform to a proprietary format.						integration

				AI-		37		integration		7		Solution supports CSV payloads						integration

				AI-		38		integration		8		Describe the solution's provisions for facilitating bulk data imports (input) from other systems.						integration

				AI-		39		integration		9		Describe the solution's provisions for facilitating bulk data extraction (output) to other systems.						integration

				AI-		40		reporting		0		The solution provides standard reporting and analytics capabilities.						reporting

				AI-		41		reporting		1		Describe the solution's reporting and analytics capabilities.						reporting

				AI-		42		reporting		2		The solution provides out-of-the-box reports.						reporting

				AI-		43		reporting		3		Describe the out-of-the-box reports (type, number, description).						reporting

				AI-		44		reporting		4		Describe specific reporting and analytics tools that are commonly used with the solution.						reporting





Saas Environment

				RFP-SPU 4746								SaaS Environment

				Item #								Feature Prompt		RESPONSE COLUMN
P- Provided
M- Modified
F - Future release
N- Not Provided      		Vendor Response
Describe details on how your proposed software solution meets this requirement		Characterization

								aspect		seq		SaaS Environment						Facet

				SE-		1		architecture		1		Vendor has back-up data center geographically separated from primary data center.						architecture

				SE-		2		architecture		2		Vendor has a comprehensive, documented business continuity and disaster recovery plan.						architecture

				SE-		3		architecture		3		Hosting environment supports load balancing and redundancy. 						architecture

				SE-		4		architecture		4		Vendor has adequate data backup and restore procedures. 						architecture

				SE-		5		architecture		5		Adequate storage capacity exists and is readily expandable as usage increases. 						architecture

				SE-		6		architecture		6		No downtime is required for expansion of necessary storage.						architecture

				SE-		7		architecture		7		Hosting environments are located within the United States						architecture

				SE-		8		architecture		8		Data centers have power backup.						architecture

				SE-		9		SLA		0		Vendor must provide a Service Level Agreement						SLA

				SE-		10		SLA		1		Provide the value for the Recovery Time Objective (RTO).						SLA

				SE-		11		SLA		2		Provide the value for the Recovery Point Objective (RPO).						SLA

				SE-		12		SLA		3		Metrics consistently demonstrate high reliability including (Mean Time Between Failure (MTBF) and Mean Time to Recover (MTTR).						SLA

				SE-		13		SLA		4		Uptime of 99.0% guaranteed.						SLA

				SE-		14		SLA		5		System usage and performance are monitored on an ongoing basis.						SLA

				SE-		15		SLA		6		Advanced notice of SLA change of at least 90 days.						SLA

				SE-		16		SLA		7		Service credits/refunds for outages equal to or greater than the cost of service during outage with no limits.						SLA

				SE-		17		SLA		8		Notification window for customer to submit SLA miss claim equal to or greater than two billing cycles						SLA

				SE-		18		SLA		9		All ownership rights to data, inputs and outputs remain with the customer						SLA

				SE-		19		SLA		10		Application availability is monitored by the vendor and reported to the City.						SLA

				SE-		20		SLA		11		SLAs include performance, issue resolution, request and audit metrics						SLA

				SE-		21		SLA		12		Documented procedure for escalation if SLAs are not met						SLA

				SE-		22		SLA		13		Publicly accessible and downloadable terms of service						SLA

				SE-		23		SLA		14		Terms and conditions of the contract tied to the SLAs						SLA

				SE-		24		SLA		15		Vendor provides customer support 8am - 6pm PST/PDT						SLA

				SE-		25		SLA		16		Offer negotiation for custom terms of service/cloud-hosting agreement						SLA

				SE-		26		SLA		17		Provider automatically notifies customers of an SLA miss						SLA

				SE-		27		SLA		18		Vendor must provide a Maintenance Agreement						SLA

				SE-		28		SLA		19		Describe the procedure for retrieving data from the system when the contract ends (including data format, media, etc.).						SLA

				SE-		29		security		1		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.						security

				SE-		30		security		2		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.						security

				SE-		31		security		3		Vendor has automated systems in place to ensure viruses are detected and prevented. 						security

				SE-		32		security		4		Vendor has policies for data retention and destruction.						security

				SE-		33		security		5		Hosting facility provides physical security controls over ingress and egress.						security

				SE-		34		SLA		20		What are the connectivity/network/bandwidth requirements of your solution?						SLA

				SE-		35		desktop		1		Browser support for Internet Explorer 11+; provide details on versions supported in comments.						desktop

				SE-		36		desktop		2		Browser support for Firefox; provide details on versions supported in comments.						desktop

				SE-		37		desktop		3		Browser support for Chrome; provide details on versions supported in comments.						desktop

				SE-		38		desktop		3		System is capable of synchronizing with Microsoft's ADFS						desktop





















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































On-premises Environment

				RFP-SPU 4746								On-premises Environment

				Item #								Feature Prompt		RESPONSE COLUMN
P- Provided
M- Modified
F - Future release
N- Not Provided      		Vendor Response
Describe details on how your proposed software solution meets this requirement		Characterization

								aspect		seq		On-premises Environment						Facet

				SH-		1		database		1		Database is Oracle 12c+						database

				SH-		2		database		2		Database is Microsoft SQL Server						database

				SH-		3		database		3		Database is Informix						database

				SH-		4		desktop		1		Desktop OS supported is Windows 7 64 bit						desktop

				SH-		5		desktop		2		Windows application deployment is Microsoft Software Configuration Manager						desktop

				SH-		6		desktop		3		Browser support for Internet Explorer 11+; provide details on versions supported in comments.						desktop

				SH-		7		desktop		4		Browser support for Firefox; provide details on versions supported in comments.						desktop

				SH-		8		desktop		5		Browser support for Chrome; provide details on versions supported in comments.						desktop

				SH-		9		development		1		Software customization environment is Java						development

				SH-		10		development		2		Software customization environment is .NET						development

				SH-		11		development		5		Application development environment is Eclipse						development

				SH-		12		development		5		Application development environment is Oracle Jdeveloper						development

				SH-		13		development		3		Application development environment is Microsoft Visual Studio						development

				SH-		14		server		1		Windows Server OS is Windows 2016 Server						server

				SH-		15		server		2		Unix OS is Solaris 11+						server

				SH-		16		server		3		Red Hat Enterprise Linux RHEL7						server

				SH-		17		server		4		Web server is Microsoft IIS						server

				SH-		18		server		5		Web server is Oracle Weblogic						server

				SH-		19		server		6		Web server is Apache						server

				SH-		20		server		7		Application server (unix) is Weblogic 12c+						server

				SH-		21		server		8		Remote application hosting is Citrix						server

				SH-		22		server		9		Windows Server Virtualization is VMWare						server

				SH-		23		server		10		Unix virtualization is Solaris 11+ Zones						server

				SH-		24		soa		1		Service bus/BPEL process engine is Oracle SOA						soa

				SH-		25		support		1		Vendor provides customer support 8am - 6pm PST/PDT						support

				SH-		26		support		2		Vendor provides a Maintenance Agreement						support
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2.


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


3  Check appropriate box for federal tax classification; check only one of the following seven boxes: 


Individual/sole proprietor or   
single-member LLC


 C Corporation S Corporation Partnership Trust/estate


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 
the tax classification of the single-member owner. 


Other (see instructions) ▶ 


4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):
Exempt payee code (if any)


Exemption from FATCA reporting


 code (if any)
(Applies to accounts maintained outside the U.S.)


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


6  City, state, and ZIP code


Requester’s name and address (optional)


7  List account number(s) here (optional)


Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on 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 I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.


Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter.


Social security number


– –


or
Employer identification number 


–


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


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


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


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


4. The FATCA code(s) entered on this form (if any) indicating that I 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.


Sign 
Here


Signature of 
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:


• Form 1099-INT (interest earned or paid)


• 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 Form W-9 (Rev. 12-2014)
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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 II instructions on page 
3 for details),


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


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


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


Certain payees and payments are exempt from backup withholding. See 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 I 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.


•  Corporations are not exempt from backup withholding for payments made in 
settlement of payment card or third party network transactions.


•  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 $5,0001


Generally, exempt payees 
1 through 52


Payments made in settlement of 
payment card or third party network 
transactions 


Exempt payees 1 through 4


1 See Form 1099-MISC, Miscellaneous Income, and its instructions.


2 However, the following payments made to a corporation and reportable on Form 
1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney 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


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


For a joint account, only the person whose TIN is shown in Part I should sign 
(when required). In the case of a disregarded entity, the person identified on 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             


account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account1


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


The minor2


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


The grantor-trustee1


The actual owner1


5. Sole proprietorship or disregarded 
entity owned by an individual


The owner3


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


The grantor*


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


7. Disregarded entity not owned by an 
individual


The owner


8. A valid trust, estate, or pension trust Legal entity4


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


The corporation


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


The organization


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


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


The public entity


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


The trust


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


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


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


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


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 FORM 

CITY PURCHASING 


REF: RFP-SPU-4746

City of Seattle


Attachment 

This Insurance Requirements and Transmittal Form shall serve as an attachment and/or exhibit form to the       (“Contract”), and shall be interpreted and applied together as a single contractual instrument between the City of Seattle (“City”) and       (“Vendor”).


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

INSURANCE 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 and applicable endorsements that evidences the coverage required TO:

THE CITY OF SEATTLE PURCHASING SERVICES DIVISION

              ATTN:      

 


PO Box 94687

              SEATTLE, WA 98124-4678

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 coverage to the City of Seattle (“City”) as checked below within 15 days or the City may withdraw its intent to award:

· ( COMMERCIAL GENERAL LIABILITY (CGL), MARINE GENERAL LIABILITY (MGL) 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 





· ( BUSINESS AUTOMOBILE LIABILITY INSURANCE FOR OWNED, NON-OWNED, LEASED AND HIRED VEHICLES AS APPROPRIATE written on a form CA 00 01 or equivalent WITH MINIMUM LIMITS OF LIABILITY OF $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  $      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

  FORMCHECKBOX 
  PROFESSIONAL LIABILITY INSURANCE WITH MINIMUM LIMIT OF LIABILITY $1,000,000 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

  TOWER’S LEGAL LIABILITY INSURANCE 
Any tower hired by the Vendor or any subcontractor shall carry for any tow of the vessel within    …….. Such insurance limits shall be for not less than the portion of the Total Contract Price allocable to such vessel (and in no event less than the replacement cost for such vessel), to cover loss, damage and/or expense to the City of Seattle arising out of such towage.

   JONES ACT LIABILITY WITH MINIMUM LIMITS   $1,000,000 OR $     .

   U.S.L. & H. LIABILITY INSURANCE WITH MINIMUM LIMITS OF LIABILITY $     

 FORMCHECKBOX 
   Crime Fidelity, Theft, Disappearance & Destruction Liability (to include Employee THEFT, wire transfer, forgery & mail coverage, and client coverage): WITH MINIMUM LIMIT $

 FORMCHECKBOX 
   TECHNOLOGY ERRORS & OMISSION / Professional Liability Insurance with an aggregate limit of liability not less than $

 FORMCHECKBOX 
   Information Technology –Cyber Liability (Network Security Liability and Privacy Liability) with minimum limit $

An attack that has the intent to affect, alter, copy, corrupt, destroy, disrupt, damage, or provide unauthorized access or unauthorized use of Vendor’s computer system; Computer Crime or Information Theft; Denial of Service; Extortion; Introduction, implantation, or spread of a Computer Virus; Loss of Service; Identity Theft; Infringement; Electronic data loss and restoration; Unauthorized Access or Use, including the gaining of access to Vendor’s computer systems by an unauthorized person or persons or an authorized person in an unauthorized manner.

 FORMCHECKBOX 
 Sublimit for Notification Costs: $

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

4. 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.


5. 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.   


6. Notice of Cancellation:   Under RCW 48.18.290 (“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).


7. 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.


8. 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.


9. Evidence of Insurance:  Vendor must provide the following evidence of insurance:

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


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


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

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 also cause a complete and certified copy of the requested policy to be timely furnished to the City.

Send evidence of insurance to the City at the addresses at the top of this form. 

For questions or issues about insurance, contact the City of Seattle Risk Management at (206) 615-1507 or by email at Sheila.Barker@seattle.gov 

NOTE: CERTIFICATES WITHOUT ATTACHED ADDITIONAL INSURED ENDORSEMENT OR BLANKET ADDITIONAL INSURED COVERAGE FOR THE CITY OF SEATTLE WILL NOT BE APPROVED![image: image1][image: image2][image: image3][image: image4][image: image5][image: image6]
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TECHNOLOGY CONTRACT

City of Seattle

CONTRACT FOR_______________

 

This contract (“Contract”) is made and entered into by and between City of Seattle (“City”), a Washington municipal corporation; and ________________ (“Vendor”), a corporation / limited liability company / etc. of the State of _______, and authorized to do business in the State of Washington.



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



WHEREAS, Vendor was selected as a result of a Request for Proposal process initiated _______20__  as required by Seattle Municipal Code since costs are anticipated to exceed $52,000 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 Scope of Work contained herein, as attached and made a part hereof, the City and Vendor mutually agree as follows:



1. [bookmark: _Toc283649607][bookmark: _Toc508207086]Term of Contract

Contract Term:  This contract shall extend throughout the development, installation, testing and delivery, until City has completed acceptance in accordance with Attachment A (“Scope of Work”). Continuous one-year extensions shall continue thereafter for licensing, maintenance and support. 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 provide also provide a notice to not extend, but must provide such notice at least 45 days prior to the otherwise automatic renewal date.  


2. [bookmark: _Toc508207087]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.



3. [bookmark: _Toc508207088]Scope of Work

[bookmark: _Hlk524945968]The Scope of Work for this Contract and the time schedule for completion of such work (“Work”) are described in Attachment A (“Scope of Work”), which is attached to and made a part of this Contract.  The Work is subject to City review and approval. The Vendor shall confer with the City periodically, and prepare and present information and materials (e.g. detailed outline of completed Work) requested by the City to determine the adequacy of the Work or Vendor’s progress.



4. [bookmark: _Toc508207089]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.



5. [bookmark: _Toc508207090]Work Order Process

If additional work or products, beyond what is included in the Scope of Work (Attachment A), are required, a formal signed document  (“Work Order”)  issued by the City is required.  The Work Order(s) shall provide authorization to the vendor to proceed.  Unless additional contract amendments are approved by the City, Work Orders may only be issued for things expressly defined in the 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. 



If a change to a Work Order or Scope of Work is required, the City’s designated Project Manager may authorize a change (“Change Order”),which may add, delete or modify any part of the Work by giving Vendor notice of such change within the time period specified in the applicable Work.  Within seven (7) days after the date of such notice, the Vendor shall deliver to the City Project Manager a proposal reflecting the change in description, schedule and/or dollar amount due using the pricing as proposed in Vendor’s proposal. Once this proposal is received and approved by the City, a Change 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 does not guarantee utilization of goods and services provided for in this contract for which the City has not issued a Scope of Work or Work Order(s).  



6. [bookmark: _Toc508207091]Documentation

If applicable, Vendor will provide two (2) complete sets of documentation for each Software/Hardware order, including technical, maintenance, and 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.  



The City reserves the right to withhold payment for a deliverable, modification or enhancement until it receives all documentation associated with the same.  



7. [bookmark: _Toc508207092]Payment Procedures

Vendor shall only invoice upon the City’s approval of the deliverable and in a manner consistent with the payment schedule. An invoice is considered received when it is date-stamped as received by the accounts payable department of the recipient who is designated within this contract. 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. All costs invoiced to the City, shall be associated with an active and open Scope of Work/Work Order/Change Order.



If applicable, 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 Scope 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 shall only occur by formal written notice to that effect.



7.1. Advance Payment Prohibited

The City does not accept requests for early payment, down payment or partial payment, unless the RFP specifically allows such pre-payment proposals or alternates within the bid process.  Annual maintenance & support, and license 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.



7.2. 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, then no compensation will be given.



· City will reimburse the Vendor 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, receipts, 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.  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 markup.  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.


7.3. 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 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.



8. [bookmark: _Toc508207093]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. 



9. Notification Requirements for Federal Immigration Enforcement Activities

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



Such requests include, but are not limited to:



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

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



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



10. [bookmark: _Toc458524762]Protection of Persons and Property

10.1 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.



10.2	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.



10.3	No Smoking

The Vendor shall not allow any employee of the Vendor or any sub or agent thereof to smoke inside any City facility.



10.4	OSHA/WISHA



The Vendor certifies that products are designed and manufactured to meet the current federal and state safety and health regulations, including Federal Occupational Safety and Health Act of 1970 (OSHA), the Washington Industrial Safety and Health act of 1973 (WISHA).  Vendor shall indemnify, defend, and hold the City harmless from all damages assessed against the City as a result of the failure of the products furnished under this Contract to so comply.



10.5	Workers Right to Know

“Right to Know” legislation required the Department of Labor and Industries to establish a program to make employers and employees more aware of the hazardous substances in their work environment.  WAC 296-62-054 requires among other things that all manufacturers/distributors of hazardous substances, including any of the items listed on this ITB, RFP or contract bid and subsequent award, must include with each delivery completed Material Safety Data Sheets (MSDS) for each hazardous material.  Additionally, each container of hazardous material must be appropriately labeled with:  the identity of the hazardous material, appropriate hazardous warnings, and the Name and Address of the chemical manufacturer, improper, or other responsible party.



Labor and Industries may levy appropriate fines against employers for noncompliance and agencies may withhold payment pending receipt of a legible copy of the MSDS.  OSHA Form 20 is not acceptable in lieu of this requirement unless it is modified to include appropriate information relative to “carcinogenic ingredients: and “routes of entry” of the product(s) in question.



11. [bookmark: _Toc458524763]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:
 		“RFP Coordinators name”
 		City of Seattle Purchasing and Contracting Services 

PO Box 94687
		Seattle, WA  98124-4687


Project work, invoices and communications shall be delivered to the City Project Manager: 

			City of Seattle

			Attention:



If to the Vendor:  

			Vendor Contact

			Vendor Name

			Vendor Address

Phone:

E-Mail:



12. [bookmark: _Toc458524764]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.



13. [bookmark: _Toc458524765]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.



14. [bookmark: _Toc458524766]Affirmative Efforts for Utilization of Women and Minority Subcontracting, Non-Discrimination 

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



In accordance with Seattle Municipal Code Chapter 20.42, Vendor 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 Vendor has failed to comply with the requirements of this Section, the Vendor shall be notified in writing.  The Director of Finance and Administrative Services shall give Vendor an opportunity to be heard with ten calendar days’ notice.  If, after the Vendor’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 Vendor, pending compliance by the Vendor 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 Vendor may be subject to damages and sanctions provided for by this Contract and by applicable law.   In the event the Vendor 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).



14.1	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 go to review information at http://www.seattle.gov/city-purchasing-and-contracting/social-equity/equal-benefits

  

14.2	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.



15. [bookmark: _Toc458524767]Assignment and Subcontracting

Assignment:  Vendor shall not assign any of its obligations under this Contract without the City’s written consent.



Subcontracting: Vendor shall not subcontract any of its obligations under this Contract without the City’s written consent.  Vendor shall ensure that all subcontractors comply with the obligations, requirements and terms and conditions of the subcontract, except for Equal Benefit provisions.  The City’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.



16. Key Persons and Subcontractors

Vendor shall not transfer, reassign or replace any individual or subcontractor that is determined to be essential or that has been agreed upon in the Vendor’s Subcontracting (Inclusion) Plan, without express written consent of The City.  If during the term of this Contract, any such individual leaves the Vendor’s employment or any named subcontract is terminated for any reason, Vendor shall notify The City and seek approval for reassignment or replacement with an alternative individual or subcontractor. Upon the City’s request, the Vendor shall present to The City, 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. The City’s approval or disapproval shall not be construed to release the Vendor from its obligations under this Contract.  



17. [bookmark: _Toc458524769]Equal Benefits

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)



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.



18. [bookmark: _Toc458524770]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. 



19. [bookmark: _Toc458524771]Indemnification and Limitation of Liability

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.  



Notwithstanding anything to the agreement in this Contract, in no event shall the Vendor be liable for special, indirect, incidental or consequential damages or loss including loss of business opportunities, profits or revenues, whether or not the possibility of such damages or loss of opportunities, profits or revenues has been disclosed to the Vendor in advance or could have been reasonably foreseen by the Vendor. The Vendor's total liability for any and all damages shall not in any event exceed XXXXX Million dollars ($XM).



20. [bookmark: _Toc458524772]Insurance

The Vendor is required to submit evidence of insurance per the Insurance Requirements and Transmittal Form, attached.



21. [bookmark: _Toc458524773]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.



Neither the provisions of this subsection nor their application or implementation shall limit the Vendor’s obligation to make records promptly available to the City in the event the City determines it needs them to respond to a public records request



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 or the City determines that it needs such records to respond to a public records request.



22. [bookmark: _Toc458524774]Independent Vendor

The relationship of Vendor to The City by reason of this Contract shall be that of an independent contractor.  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 contractor 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.



23. [bookmark: _Toc458524775]No Conflict of Interest

Vendor confirms that Vendor 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 Vendor selection, negotiation, drafting, signing, administration, or evaluating the Vendor's performance.  

	

24. [bookmark: _Toc458524776]No Gifts or Gratuities

Vendor 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.



25. [bookmark: _Toc458524777]Campaign Contributions (Initiative Measure No. 122)

Elected officials and candidates are prohibited from accepting or soliciting campaign contributions from anyone having at least $250,000 in contracts with the City in the last two years or who has paid at least $5,000 in the last 12 months to lobby the City.  Please see Initiative 122, or call the Ethics Director with questions.  For questions about this measure, contact: Polly Grow, Seattle Ethics and Elections, 206-615-1248 or polly.grow@seattle.gov. 



26. [bookmark: _Toc458524778]Paid Sick Time and Safe Time Ordinance

Be aware that the City has a Paid Sick Time and Safe Time ordinance that requires companies to provide employees who work more than 240 hours within a year inside Seattle, with accrued paid sick and paid safe time for use when an employee or a family member needs time off from work due to illness or a critical safety issue. The ordinance applies to employers, regardless of where they are located, with more than four full-time equivalent employees.  This is in addition and additive to benefits a worker receives under prevailing wages per WAC 296-127-014(4). City contract specialists may audit payroll records or interview workers as needed to ensure compliance to the ordinance. Please see http://www.seattle.gov/laborstandards, or may call the Office of Labor Standards at 206.684.4500 with questions.



27. [bookmark: _Toc458524779]Other Labor Standards Requirements

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



28. [bookmark: _Toc458524816]Current and Former City Employees, Officers, and Volunteers

Throughout the term of the Contract, Vendor 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 Vendor workers as applicable.



29. [bookmark: _Toc458524817]Contract Workers with 1,000 Hours

Throughout the term of the Contract, Vendor 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 Vendor shall advise their contract workers as applicable.



30. [bookmark: _Toc458524818]Errors & Omissions:  Correction

Vendor shall be responsible for the professional quality, technical accuracy, and the coordination of all designs, drawings, Scope 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, Scope 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.



31. Performance Evaluation

The Vendor’s performance may be evaluated by the City on an annual basis, throughout the term of the contract. The evaluation template can be viewed by request by contacting the Buyer assigned to this Contract.



32. Public Records Act Compliance and Procedures

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



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



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



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



Vendor may mark records other than those submitted with its bid or proposal with the notation “PROVIDE NOTICE BEFORE RELEASE.” Provided the notation is prominently displayed on every page of the record, the City will follow the procedures outlined in the foregoing paragraph if it receives a public disclosure request for any record containing such a notation. 



The City will not assert an exemption on Vendor’s behalf.  Vendor acknowledges that the City will have no liability to Vendor if any records associated with this Contract are disclosed. 



33. [bookmark: _Toc458524822]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.



34. [bookmark: _Toc458524823]Inter-local Agreement Act

RCW Chapter 39.34 allows cooperative purchasing between public agencies, non-profits and other political subdivisions.  Public agencies that file an Intergovernmental Cooperative Purchasing Agreement with the City of Seattle may purchase from contracts established by the City.  The seller agrees to sell additional items at the bid 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 Vendor require additional pricing for such purchases, the Vendor is to name such additional pricing upon Offer to the City.



35. Background Checks and Immigrant Status

Background checks will be required for workers who will perform the Work under this Contract. 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/city-purchasing-and-contracting/social-equity/background-checks. 



36. [bookmark: _Toc458524825]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.



37. [bookmark: _Toc458524826]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 implementation 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 implementation progress that is in transit or delivered prior to the effective termination date.



For SaaS solutions:



Termination Assistance Support:  During the ninety (90) Day period prior to, and or following the expiration or termination of this Contract, in whole or in part, Vendor agrees to provide reasonable termination assistance services at no additional cost to the City, which may include:



a.	Developing a plan for the orderly transition of the terminated or expired SaaS from Vendor to the successor.



b.	Providing reasonable training to City staff or the successor in the performance of the SaaS then being performed by Vendor;



c.	Using its best efforts to assist and make available to City any third-party services then being used by Vendor in connection with the SaaS; and



d.	Such other activities upon which the parties may agree.



38. [bookmark: _Toc458524827]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 #39 (Emergencies or Disasters), Section #39 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 Contract, such date or warranty period shall automatically be extended for a period equal to the duration of such event.



39. [bookmark: _Toc458524828]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 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. 



40. [bookmark: _Toc458524829]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. 



41. [bookmark: _Toc458524830]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.



42. [bookmark: _Toc458524831]Section Headings, Incorporated Documents and Order of Precedence

a. The headings used herein are inserted for convenience only and do not define or limit the contents.



b. 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.



c. 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):



i. Applicable federal, state and local statutes, laws and regulations;

ii. This Contract

iii. All attachments to this Contract, including pricing, management, and technical specification agreements

iv. Licensing and maintenance agreements

v. RFP issued by the City

vi. Vendor proposal response

vii. City purchase order documents issued, if any; and

viii. Vendor or manufacturer publications or written materials Vendor made available to City and used to affect the sale.



43. [bookmark: _Toc458524832]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 Scope of Work of this Contract will be effective without the written consent of both parties.



44. [bookmark: _Toc458524833]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.



45. [bookmark: _Toc458524834]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.



46. [bookmark: _Toc458524835]Vendor Authorizations 

Vendor represents and warrants that:



a. Vendor is an organization 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; 



b. 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; 



c. 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;



d. 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.



e. 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.



47. [bookmark: _Toc458524836]Ability to Perform

        Vendor represents and warrants that:

a. Vendor has and shall continue to have the financial ability, by itself or through a line of credit or other financial support, to perform the duties required under this contract and provide the City with any required on-going services and support during any period of this Contract; 



b. 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;



c. 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 



d. 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.



e. 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.



48. Changes to City Programs

48.1	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.



48.2	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 proposed solution.



48.3	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.



48.4	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.



49. Data Storage and Retention

Vendor agrees to store and retain City data in accordance with City record retention requirements for the type of data being stored, or to work with the City to develop a plan to meet those requirements through alternate means.  



50. [bookmark: _Toc458524837]Miscellaneous Provisions 

50.1	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.



50.2	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.



50.3	Remedies Cumulative:  Rights under this Contract are cumulative and nonexclusive of any other remedy at law or in equity.  



50.4	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.



50.5	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.



50.6	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.



50.7	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.



50.8	Modifications:  Only the City’s Purchasing Buyer shall have the authority to alter, amend, modify, or waive any clause or condition of this Contract on behalf of the City.  Furthermore, any alteration, amendment, modification, or waiver of any clause or condition of this Contract is not effective or binding until made in writing and signed by the purchasing agent(s) authorized by the City Project Manager or authorized delegate in writing as aforesaid and Vendor, unless otherwise provided herein



Software Terms & Conditions

51. [bookmark: _Toc458524753]License for Use 

For SaaS solutions:



Subject to the terms and conditions set forth in this Contract, including payment of the subscription fees (annual license fee) by City to Vendor, Vendor hereby grants to City a non-exclusive, non-transferable access to the SaaS, as applicable, during the term of this Contract to achieve the purposes stated herein, as well as any documentation and training materials.



For On-Premise solutions:



As part of the price of the proposed solution, the Vendor hereby grants to the City, and the City accepts from the Vendor, for so long as the City continues to use the solution, a non-exclusive, fully paid, royalty free, perpetual license to unlimited use of the software and related documentation for use on the proposed solution acquired by the City under this Contract.


52. [bookmark: _Toc458524754]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 proposed solution.



53. [bookmark: _Toc458524755]Software Warranties 

For SaaS solutions:



53.1 Vendor warrants that during the Contract term, the SaaS solution provided hereunder shall be free from significant programming errors and when used in accordance with this Contract shall operate and conform to the Scope of Work, performance capabilities, functions and other descriptions and standards as identified in this Contract and all supplemental information provided by Vendor. 



53.2 Vendor warrants that it has full power and authority to grant access to the SaaS solution, license or sublicense the SaaS solution, or and any applicable third-party software, to the City without the consent of any other person.



53.3 Vendor warrants that the SaaS solution, the license to the City to use the SaaS solution, instructions for use, and all documentation shall be in compliance with all applicable laws, rules and regulations.



53.4 Vendor warrants any documentation delivered to the City to be free of defects in materials and workmanship under normal use for sixty (60) Days from the date of receipt by the City.



53.5 Vendor warrants that the SaaS solution provided is free from intentional viruses, disabling code or other intentional programming defects. Prohibited intentional programming defects include, but are not limited to, features such as “backdoor shut down mechanisms”, “time bombs”, “automatic unauthorized connection to outside systems”, programming that responds to or provides information to outside systems’ “pinging”, and features that can “retire”, “shut down”, “cripple” or “stop” the service. 



53.6 Vendor warrants that future releases shall not degrade the SaaS solution, cause a breach of any other warranty or require the City to purchase anything additional for continued operation of the SaaS solution.  Future releases shall function in generally accepted operating environments.



53.7 Vendor shall be responsible for providing a SaaS solution that is successfully integrated into the existing environment of the City and meets the functional requirements as specified in this Contract. 



53.8 [bookmark: _Hlk524697671]Warranty is applicable to Third Party Suppliers, Vendors, distributors and subcontractors.  The Vendor shall ensure that the warranty requirements of this Contract are enforceable through and against the Vendor's suppliers; vendors; distributors; and subcontractors. The Vendor is responsible for liability and expense caused by any inconsistencies or differences between the warranties extended to the City by the Vendor and those extended to the Vendor by its suppliers, vendors, distributors and subcontractors. Such inconsistency or difference shall not excuse the Vendor's full compliance with its obligations under this Contract. The Vendor shall cooperate with the City in facilitating warranty related claims by such suppliers, vendors, distributors and Subcontractors.



For On-Premise solutions:



53.1 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, Scope 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



53.2	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.  



53.3	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.



53.4 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 proposed solution 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 proposed solution 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 proposed solution; 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 proposed solution conforms with applicable Scope 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. [bookmark: _Hlk524693965]if  the proposed solution was leased, licensed, purchased or rented, and the actions described in item (1), (2), or (3) of Section 11.4, are not practicable, remove proposed solution 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 proposed solution because of such actual or claimed infringement. In the event removal or replacement of the proposed solution 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 proposed solution as is reasonably possible.



No settlement that prevents the City from continuing to use the proposed solution, 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.

53.5 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.

53.6	Maintenance Services Warranty.  The Vendor warrants that, it shall strictly comply with the descriptions and representations in the Annual Maintenance Agreement.

53.7	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.

[bookmark: _Hlk524696900]53.8	Warrant of Compliance with Applicable Law.  The Vendor warrants that the proposed solution, and the manufacture and production thereof, are in compliance with any and all applicable laws, rules, and regulations.

53.9	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.

53.10 Survival of Warranties and Representations.  The representations and warranties of the Vendor made pursuant to this Contract shall survive the delivery of the proposed solution, the payment of the purchase price, and the expiration or earlier termination of this Contract.



53.11 Warranty is applicable to Third Party Suppliers, Vendors, distributors and subcontractors.  The Vendor shall ensure that the warranty requirements of this Contract are enforceable through and against the Vendor's suppliers; vendors; distributors; and subcontractors. The Vendor is responsible for liability and expense caused by any inconsistencies or differences between the warranties extended to the City by the Vendor and those extended to the Vendor by its suppliers, vendors, distributors and subcontractors. Such inconsistency or difference shall not excuse the Vendor's full compliance with its obligations under this Contract. The Vendor shall cooperate with the City in facilitating warranty related claims by such suppliers, vendors, distributors and Subcontractors.



54. [bookmark: _Toc458524756]Reauthorization Code Required

If applicable, 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 City’s notice of its machine upgrade or movement.



55. [bookmark: _Toc458524759]Ownership of Deliverables and Data

55.1. To the extent any Professional Services involve the development of any customization or configuration to the proposed solution, all Intellectual Property Rights to such customization or configuration will be solely owned by Vendor and will be deemed to be included in the solution” and licensed to the City on the terms set forth herein.



55.2. As between Vendor and the City, Vendor retains title to and ownership of the proposed solution software (cloud or on-premise)

and Vendor data, including all copyrights and other Intellectual Property Rights relating thereto. Vendor’s vendors or licensors

(or Third-Party Suppliers) retain title to and ownership of the third-party data, including all copyrights and other Intellectual

Property Rights relating thereto. The City will have no rights with respect to the proposed solution software, the third-party data or the third-party components other than those expressly granted under this Contract. Any suggestions for changes or improvements to Work that the City provides to Vendor, whether solicited by Vendor or not, shall be owned by Vendor and the City hereby irrevocably assigns, and shall assign, to Vendor all right, title, and interest in and to such suggestions. Vendor shall have no obligation to incorporate such suggestion into its products or Services.



55.3. As between Vendor and City, City owns and shall retain all right, title, and interest, including, without limitation, all Intellectual

Property Rights, in and to the City data in perpetuity. The City shall have the sole responsibility for the accuracy, quality, and

legality of the City data, including obtaining all rights and consents necessary to share the City data with the Vendor as set

forth in this Contract. Notwithstanding anything to the contrary contained herein, the City hereby grants to Vendor an

irrevocable, fully paid up, worldwide, royalty free, non-exclusive, transferable, sublicensable license to use the City data solely

to: (i) provide the proposed solution to the City; (ii) analyze the City data in anonymized and/or aggregate form in order to operate, maintain, manage, and improve the proposed solution, and create new products and services”; and (iii) for Vendor’s internal purposes to improve the applications, software, and related services, and any other uses disclosed in or related to performance under the Contract or any Work Order(s).



56. [bookmark: _Hlk513720212]Data and Security 

56.1 Definitions

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



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



“Personal Information” means Data provided to Vendor by or at the direction of the City, or to which access was provided to Vendor by or at the direction of the City, in the course of Vendor’s performance under this Contract that: (i) identifies or can be used to identify

an individual (including, without limitation, names, signatures, addresses, telephone numbers, e-mail addresses and other unique identifiers); or (ii) can be used to authenticate an individual (including, without limitation, employee identification numbers, government-issued identification numbers, passwords or PINs, financial account numbers, credit report information, biometric or health data, answers to security questions and other personal identifiers). 



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



“Subcontractor” means any third-party vendor, manufacturer, service provider, or other entity that is not the named Vendor in this Contract that is or may be subject to the Vendor’s performance of this Contract.



56.2 Data Use

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



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



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



c.	Vendor warrants and represents that it shall store and process City data and content only in the continental United States.



d.	City retains the right to use the Vendor’s (and any Subcontractor’s) hosting systems and/or services to access and retrieve City Data stored on Vendor’s infrastructure at its sole discretion.



56.3 Data Security



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



b.	Without limiting Vendor’s obligations in this Contract, Vendor shall implement administrative, physical, and technical safeguards to protect Data that are no less rigorous than accepted industry practices, including the International Organization for Standardization’s standards: ISO/IEC 27001:2005 - Information Security Management Systems - Requirements and ISO-IEC 27002:2005 - Code of Practice for International Security Management, the Information Technology Library (ITIL) standards, the Control Objectives for Information and related Technology (COBIT) standards, and/or other applicable industry standards for information security. To the extent that encryption is used in the performance of this Contract, expected acceptable encryption standards include National Institute of Standards and Technology’s (NIST) Federal Information Processing Standards (FIPS) 140-2 (Security Requirements for Cryptographic Modules) and FIPS-197. Vendor shall ensure that all such safeguards, including the manner in which Data and Personal Information is collected, accessed, used, stored, processed, disposed of and disclosed, comply with applicable data protection and privacy laws, as well as the terms and conditions of this Contract.



c.	At a minimum, Vendor’s safeguards for the protection of Data and Personal Information shall include: (i) limiting access of Data and Personal Information to Authorized Persons; (ii) securing business facilities, data centers, paper files, servers, back-up systems and computing equipment, including, but not limited to, all mobile devices and other equipment with information storage capability; (iii) implementing network, device application, database and platform security (including vulnerability management); (iv) securing information transmission, storage and disposal; (v) implementing authentication and access controls within media, applications, operating systems and equipment; (vi) encrypting Data and Personal Information stored on any mobile media; (vii) encrypting sensitive Data and Personal Information transmitted over public or wireless networks; (viii) strictly segregating the City’s Data from information of Vendor or its other customers so that the City’s Data is not commingled with any other types of information; (ix) implementing appropriate personnel security and integrity procedures and practices, including, but not limited to, conducting background checks consistent with applicable law; and (x) providing appropriate privacy and information security training to Vendor personnel.



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



e.	Upon City’s written request, Vendor shall provide City with a network diagram that outlines Vendor’s information technology network infrastructure and all equipment used in relation to fulfilling of its obligations under this Contract, including, without limitation: (i) connectivity to City and all third parties who may access Vendor’s network to the extent the network contains City’s Data and Personal Information; (ii) all network connections including remote access services and wireless connectivity; (iii) all access control devices (e.g., firewall, packet filters, intrusion detection systems, and access-list routers); (iv) all back-up or redundant servers; and (v) permitted access through each network connection.



56.4 Security Breach



a.	Vendor shall: (i) provide the City with the name and contact information for an employee of Vendor who shall serve as the City’s primary security contact and shall be available to assist, facilitate, and provide resources for the City twenty-four (24) hours per day, seven (7) days per week as a contact in resolving obligations associated with a Security Breach; (ii) notify the City of a Security Breach as soon as practicable, but no later than twenty-four (24) hours after Vendor becomes aware of a suspected or actual Security Breach; and (iii) notify the City of any Security Breaches by telephone at the following number: (206) 684-4357; e-mailing the City with a read receipt at ciso@seattle.gov and with a copy by e-mail to Vendor’s primary business contact within the City.



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



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



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



e.	Vendor agrees to fully cooperate at its own expense with the City in any litigation or other formal action deemed necessary by the City to protect its rights relating to the use, disclosure, protection and maintenance of the City’s Data and Personal Information. Notwithstanding any other provisions in this Contract, Vendor shall be liable for all damages, fines, and/or corrective action arising from such security incidents and/or unauthorized disclosure of Data caused by any failure or breach of Vendor’s data security or confidentiality provisions.



56.5 Assurance



a.	Upon the City’s written request, to confirm Vendor’s compliance with this Contract, as well as any applicable laws, regulations and industry standards, Vendor grants the City or, upon the City’s election, a third party on the City’s behalf, permission to perform an assessment, audit, examination, or review of Vendor’s internal controls and environment in relation to all Data and Personal Information being handled and/or services being provided to the City pursuant to this Contract. Vendor shall fully cooperate with such assurance activities by providing access to knowledgeable personnel, physical premises, documentation, infrastructure and application software that processes, stores, or transports Data for the City pursuant to this Contract. 



b.	Upon the City’s written request, to confirm compliance with this Contract, as well as any applicable laws and industry standards, Vendor shall promptly and accurately complete a written information security questionnaire provided by the City or a third party on the City’s behalf regarding Vendor’s business practices and information technology controls and environment in relation to all Data and Personal Information being handled and/or services being provided by Vendor to the City pursuant to this Contract. Vendor shall fully cooperate with such inquiries. 



c.	In addition, upon the City’s written request, Vendor shall provide the City with the reports and results of any audit by or on behalf of Vendor performed that assesses the effectiveness of Vendor’s information security program as relevant to the security and confidentiality of Data shared during the course of this Contract. Examples of acceptable audit reports include: (i) a Service Organization Control (SOC) 2 Type 2 audit performed at least one time each year addressing all applicable security, availability, processing integrity, confidentiality, and privacy controls applicable to the Vendor’s, and any Subcontractor’s, performance of this Contract performed in accordance with American Institute of Certified Public Accountants (AICPA) standards; and, for any third party (Subcontractor) data center and hosting arrangements, (ii) a SOC 3 audit performed at least one time each year addressing all applicable security, availability, processing integrity, confidentiality, and privacy controls applicable to the performance of this Contract and performed in accordance with AICPA standards.



d.	At least once per year, Vendor shall conduct site audits and test the security of the information technology and information security controls for all facilities used in complying with its obligations under this Contract, including, but not limited to, a network-level vulnerability assessment and internal and external penetration test performed by a qualified third-party security firm based on the recognized industry best practices. Upon the City’s written request, Vendor shall make available to the City for review and inspection.



e.	In the event any issues and/or exceptions being identified through the performance of such assessments, the Vendor will provide timely and appropriate corrective action, and will validate the effectiveness of the corrective action(s), and will report progress and results to the City, as requested.



f.	Any third-party assurance provisions intended to assess the security and compliance of the Vendor’s (and any Subcontractor’s) internal controls, such as for SOC 2 Type 2 audits and security vulnerability and penetration testing, shall be at the expense of the Vendor. Any corrective actions taken by the Vendor as a result of any issues and/or exceptions identified through the performance of assurance activities and assessments shall also be at the sole expense of the Vendor.



56.6 Services Provided by a Subcontractor

a.	Prior to the use of any Subcontractor under this Contract, Vendor shall notify the City of the Subcontractor(s) that are intended to be involved in providing any of the Contract systems and/or services to the City, and Vendor must obtain the City’s written consent in advance.  



b.	In the event that Vendor terminates its agreement with a City-approved Subcontractor, Vendor shall first allow the City the option to assume any applicable rights and obligations of Vendor under the agreement and to transfer the agreement to the City, provided there shall be no changes in the services requirement.  Vendor shall provide the City with advance written notice of its intent to terminate the agreement and at least thirty (30) days to respond and indicate whether the City wishes to assume the rights and obligations under the agreement.



57. Escrowing of Source Language of Licensed Software

Source Code Escrow Package Definition.  The term “Source Code Escrow Package” shall mean: 

a. A complete copy in machine-readable form of the source code and executable code of the licensed software;

b. A complete copy of any existing design documentation and user documentation and/or

c. Complete instructions for r compiling and linking every part of the source code into executable code for purposes of enabling verification of the completeness of the source code as provided below.  Such instructions shall include precise identification of all compilers, library packages, and linkers used to generate executable code.



Delivery of Source Code into Escrow.  Vendor shall deliver a Source Code Escrow Package to Escrow Agent, provided that Vendor, City and Escrow Agent shall first enter into a supplementary escrow agreement as attached.  Vendor and City shall use best efforts to enter into such an Escrow Agreement as soon as possible after the Effective Date of this Contract, but not later than 30 days after the effective date of this Contract.



Delivery of New Source Code into Escrow.  If during the term of this Contract, term of license, or term of maintenance and support, Vendor provides City with a maintenance release or upgrade version of the licensed software, Vendor shall within then (10) Business Days deposit with Escrow Agent a Source Code Escrow Package for the maintenance release or upgrade version and give city notice of such delivery.



57.1. Verification of Source Code Escrow Package.  At its option and expense, City may request that the completeness and accuracy of any Source Code Escrow Package be verified.  

a. Such verification may be requested once per Source Code Escrow Package.  

b. Such verification will be conducted by Escrow Agent, or upon at least ten (10) Business Days’ prior notice to the Vendor, by another party (“Verifier”) acceptable to Vendor, after full disclosure to Vendor of information reasonably requested by Vendor about Verifier. 

c. Prior to conducting the verification, Verifier shall first execute a confidentiality agreement prepared by Vendor that precludes Verifier from disclosing any information to City about the Source Code Escrow Package other than whether the Source Code Escrow Package was found to be complete and accurate.

d. Unless otherwise agreed at the time y Vendor and City, verification will be performed on-site at Vendor’s premises, utilizing Vendor’s equipment and software, at a time reasonably acceptable to Vendor.  Vendor shall make technical and support personnel available as reasonably necessary for the verification. At its discretion, Vendor may designate a representative to accompany the Source Code Escrow Package at all times, and to be present at the verification.  Verifier will be City’s sole representative at the verification.

e. Verifier is solely responsible for the completeness and accuracy of the verification.  Neither the Escrow Agent, if different from the Verifier, nor Vendor shall have any responsibility or liability to City for any incompleteness or inaccuracy of any verification.



57.2. Escrow Fees.  All fees and expenses charged by Escrow Agent will be borne by Vendor.



Release Events for Source Code Escrow Packages.  The Source Code Escrow Package may be released from escrow to City, temporarily or permanently, solely upon the occurrence of one or more of the following “Escrow Release Events:”

a. Vendor becomes insolvent, makes a general assignment for the benefit of creditors, files a voluntary petition of bankruptcy, suffers or permits the appointment of a receiver for business or assets, or becomes subject to any proceeding under any bankruptcy or solvency law, whether domestic or foreign;

b. Vendor has wound up or liquidated its business voluntarily or otherwise and City has compelling reasons to believe that such events will cause Vendor to fail to meet its warranties and maintenance obligations in the foreseeable future; or

c. Vendor has wound up or liquidated its business voluntarily or otherwise and City has compelling reasons to believe that such events will cause Vendor to fail to meet its warranties and maintenance obligations in the foreseeable future; or

d. Vendor has voluntarily or otherwise discontinued support of the Software or fails to support the software in accordance with its warranties and maintenance obligations.



Release Event Procedures.  If City desires to obtain the Source Code Escrow Package   from Escrow Agent:

a. City shall comply with the procedures set forth in the Escrow Agreement to document the occurrence of the Release Event;

b. City shall maintain all materials and information comprising the Source Code Escrow Package in confidence in accordance with the Contract section titled Vendor’s Proprietary Information;

c. If release is temporary, City shall promptly return all released materials to Vendor when the circumstances leading to the release are no longer in effect; and

d. City shall promptly, fully, and completely respond to any and all requests for information from Vendor concerning City’s use or contemplated use of the Source Code Escrow Package.



Hardware Terms and Conditions



58. Hardware Warranty

The Vendor warrants and represents that the hardware provided meets the requirements of the Scope 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 after the Go-Live 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 Scope of Work or the Scope of Work of the manufacturer thereof.



59. [bookmark: _Toc458524758]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.



60. [bookmark: _Hlk520461947]Risk of Loss, Freight, Overages or Underage

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.



Professional Services Terms and Conditions



61. Acceptance Process for Initial Solution Configuration

Upon completion of the base configuration of the Work, the Vendor will give the City “notice of completion” of Work in accordance with the requirements in the Contract for Initial Solution Configuration.



a.	The Acceptance process will commence. Acceptance shall be based on conformance with the Scope of Work for Initial Solution Configuration. After notice by Vendor of completion of the Initial Solution Configuration, City will issue a written notice of acceptance (“Acceptance”), or provide Vendor with a notification of rejection, which will include documentation of the specific grounds for the rejection, outlining items not in compliance with the deliverables.



b.	Correction of Deficiencies Process. If a deliverable is rejected, Vendor will have ten (10) days to correct items documented in the City’s notification of rejection. Following the receipt of Vendors’ notice that the Work has been corrected, the City will issue a written notice of Acceptance or provide Vendor with a notification of rejection, which will include documentation of the specific grounds for the rejection, outlining Work not in compliance with the milestone. The project schedule will be adjusted accordingly in the event that a dispute regarding the method or accuracy of the correction causes a delay. If the deliverable(s) fails to comply with the milestone after Vendor’s second attempt to correct the Work and no clear plan can be agreed upon between the City Project Manager and the Vendor’s Project Manager, the City will determine the appropriate corrective action(s) up to and, including declaring a breach of Contract.



62. Final Acceptance Process for Initial Solution Configuration

The City shall begin the Final Acceptance process as follows:

a. The parties shall agree on the start date for the Acceptance test.



b. The Acceptance test shall include ninety (90) days of continuous operation of the Work without material defect in accordance with the Contract in the City’s fully implemented production environment.



c. If the City Accepts the Work, the City will send a notice of Final Acceptance to the Vendor.



d. If the City determines that the Work is not Acceptable, the City shall notify the Vendor in writing, describing the deficiencies.



e. The Vendor shall either Provide a detailed, written plan to achieve Final Acceptance or to make corrections or replacements within a mutually agreed upon time period. The parties shall mutually agree on a start date for beginning another Acceptance test.



f. Another ninety (90) Day successful, continuous operation period shall follow any corrections or replacements to the Work. 



g. If the City Accepts the Work following a second or subsequent Acceptance test the City will send a notice of Final Acceptance to the Vendor.



h. If the Vendor does not correct or replace the unacceptable Work the City may declare a breach of contract.



63. Professional Services Warranties 

58 

59 

63.1 No Waiver of Warranties and Contract Rights Conducting of tests and inspections, review of Scope of Work or plans, payment for Work, or Acceptance or Final Acceptance of the Work by the City shall not constitute a waiver of any rights under this Contract or in law. The termination of this Contract shall in no way relieve the Vendor from its warranty/guarantee responsibility.



63.2 The Vendor warrants that the Work performed under this Contract shall be free from material defects in material and workmanship, and shall conform all requirements of this Contract. Any Work corrected shall be subject to this section to the same extent as the Work initially provided.



63.3 Warranty is applicable to Third-Party Suppliers, Vendors, Distributors and Subcontractors.  The Vendor shall ensure that the warranty requirements of this Contract are enforceable through and against the Vendor's suppliers; vendors; distributors; and Subcontractors. The Vendor is responsible for liability and expense caused by any inconsistencies or differences between the warranties extended to the City by the Vendor and those extended to the Vendor by its suppliers, vendors, distributors and subcontractors. Such inconsistency or difference shall not excuse the Vendor's full compliance with its obligations under this Contract. The Vendor shall cooperate with the City in facilitating warranty related Work by such suppliers, vendors, distributors and subcontractors.
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39. [bookmark: _Toc458524348][bookmark: _Toc458524443][bookmark: _Toc458524537][bookmark: _Toc458524631][bookmark: _Toc458524725][bookmark: _Toc458524819][bookmark: _Toc508206889][bookmark: _Toc508207000][bookmark: _Toc508207161]

[bookmark: _Toc458524353][bookmark: _Toc458524448][bookmark: _Toc458524542][bookmark: _Toc458524636][bookmark: _Toc458524730][bookmark: _Toc458524824][bookmark: _Toc508206895][bookmark: _Toc508207006][bookmark: _Toc508207168][bookmark: _Toc508206896][bookmark: _Toc508207007][bookmark: _Toc508207169]

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)





		

		

		LIZ ALZEER, City Purchasing Director





		

		Title
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