City of Prosser, WA
601 7™" Street
Prosser, WA 99350

CITY COUNCIL
SPECIAL MEETING AGENDA
7:00 P.M.

TUESDAY, JUNE 3, 2014

CALL TO ORDER

PLEDGE OF ALLEGIANCE

ROLL CALL

CITIZEN PARTICIPATION

MAYOR AND CITY COUNCIL REPORTS AND COMMENTS
PUBLIC HEARING

a.) Proposed 2015 — 2020 Six Year Transportation Improvement Program....................

~ Open Public Hearing
~Receive Citizen Comments
~Close Public Hearing

COUNCIL ACTION

a.) Consideration of ORDINANCE regarding False Alarms and Consideration
of RESOLUTION Setting Emergency Response Registration Fees and a Late
PENAITY FE.... .ottt sttt et nne s

MOTION #1: Adopt ORDINANCE 14- establishing Prosser Municipal
Code Chapter 9.20.010 to make having two or more false alarms in a ninety day
period unlawful and imposing a penalty of seventy-five dollars for each
unlawful false alarm.

MOTION #2: Adopt RESOLUTION 14- setting emergency response

registration fees and a late penalty for late payment of such registration fee

The first Ordinance passed will be Ordinance 14-2893
The first Resolution passed will be Resolution 14-1458



10.

DISCUSSION ITEMS
a.) Reserve Officers (Chief Giles)

b.) Review and Discuss Proposed Changes to the Prosser Municipal Code 3.62
Regarding Competitive BIAAING.........cocoveiviieiieiieiecie s se e se e e e eaeenees

ADD ON ITEMS

ADJOURNMENT

The first Ordinance passed will be Ordinance 14-2893
The first Resolution passed will be Resolution 14-1458



CITY OF PROSSER, WASHINGTON

AGENDA BILL

Agenda Title: Public Hearing to Receive Meeting Date:

Citizen Comment and Discussian of the June 3, 2014

Proposed Draft 2015-2G20 Six-Year Special Meeting

Transportation Improvement Program.

Department: Director: Contact Person; | Phone Number:
Public Works | L.J. DaCorsi t.J. DaCorsi (509) 785-2332
Cost of Proposal: $20,310;820 ' Account Number:

Amount Budgeted: Contingent upon federal and state funding
agencies approvals of submitted applications. Seeking | Name and Fund#
$4,864,330 in federal funds and $6,781,510 in state funds in
addition to {ocal funds of $8,664,980 for all projects throughout
the next six years.

Reviewed by Finance Department:

Y Manon

Altachments to Aqen_da Packet ltem:

1. Public Hearing Notice
2. Proposed Draft City of Prosser Six Year Transportation Improvement Program
2015-201¢8 '

Summary Statement:

Each year municipalities in Washington are required to adopt a Six-Year Transportation
Improvemnent Program (TIP), for desired funding, which defines future transportation
projects and provides the State with cost data and information {o determine the total
amount of funding needed statewide to accomplish these projects. City staff has brought
before the Councll a draft 2015-2020 6-Year TIP which lists the City's recommended
proposed projects in order of priority. (This list is easily modified and project priority can
be shifted if the Councii desires.)

Upon completion of the Draft TIP selections, a public hearing will be scheduled for the
June 10, 2014 Regular Councii Meeting followed by Council action to adopt the 6-Year
TIP 2015-2020 by Resolution.

Consistent with or Comparison to;

Required STIP process.

Recommended City Council Acticr/Suggested Mation:

Presentation and discussion of the proposed Draft 2015-2020 Six-Year Transporiation
Improvement Program.




| Reviewed by Department

| Reviewed by City Attorney:

| Director:

YAl

Date: /7 f?//c/

Approved by Mayor:

Date: QZ’J o / Lf

ir Today's Date:
May 23, 2014

Revision Number/Date:

File Name and Path;




City of Prosser, Washington
Public Hearing Notice
Six Year Transportation Improvement Program

Notice is hereby given by the undersigned City Clerk of the City of Prosser, Washington,
that the Prosser City Council will conduct a Public Hearing on Tuesday, June 3, 2014 at
7:00 p.m., or as soon thereafter as may be heard, for the purpose of receiving citizen
comments and reviewing the proposed 2015 - 2020 Six Year Transportation
Improvement Program. The Public Hearing will be held in the City Council Chambers,
Prosser City Hall, 601 7t Street, Prosser, Washington.

All interested persons are encouraged to attend. No qualified individuals with a disability
shall be excluded or denied the benefit of participation in the Public Hearing. If you
require assistance to comment at the Public Hearing, please contact Prosser City Hall at
(509) 786-2332 at least 7 days prior to the date of the Public Hearing to make
arrangements.

Dated: May 16, 2014

Rachel Shaw, CMC
City Clerk

Publication Dates; May 21% and May 281 2014



Six Year Transportation improvement Program
From 2015 to 2020
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Agency: Prosser
County: Benion

MPOIRTPD: BFCG N beside Y Cutside
- 5 T
- 3 z
y | 7 g Ej .
o 3 < fd )
- 2 1A PINProject No, B.STIF D r 8 3 g 2] =
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o g. E. Begin & Engd Termini 5 153 E] > Pl E! JFi §
L [} F. Project Dascription G. Struciure iD & g 2 o i S I Bl &
a8 17 B03N{00Y) PROZEER 7 04 | CPSTW G7AG|CF No
O inland Emy Highway improvemants
West City its to Wine Couniry Read
:Re nistnict and widen roadway, curh andd guier, sidewalk storm drairage, sirest
rg, hot mix asphall, and pavemen! markings
Funding
Siatus Phase Phase Start Year {YYYY} Fodoral Fund Ceds Foderal Funds ‘State Fund Code Sitats Fum_is Lecai Funds ] Total Funds
¥ ] 2017 STR{LS) 2,062,080 322,92 2,352,000
Totals 2,069,080 22920 2,392,000
jExpenditure Schedule
Phase 1st 2nd 3rd 4th 5th & 6th
CN & ¢ 2282000
Fotals Bl & 2,392,000

Report Date: May 21, 2014
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Six Year Transportation Improvement Program'
From 2015 to 2020

Report Date: May 21, 2014
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AR @ F. Project Description G. Structure 10 2 & kY Q 5 a E4 ® Y
8 2 PRIFSSER 7] 08 [CPSTW 0.3801CE o
7ih Streetimprovaments
Grant Avenue to Meade Svenyp
Flaning, hot mix asphall overlay, storm drainzge improvament's, and sidewatk
Funding o
Status Phasse Phase Starl Year [YYYY) Federal Fund Code Fedetal Funds State Fund Code State Funds Local Funds Totat Funds
P ALL 7356 ) ’ ) E 537,000 527,000
Totals i 527,008 527’,06_{}_
Expenditure Schedule
Phase 1st 2nd 3rd 4th 5th & 6th
AL 0 8527.000 g o
Totals ¢ 527,000 o] o cj
Page 2
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Adency: Prosser
County: Bentor

Six Year Transportation improvement Program
From 2015 to 2020

Report Date: May 21, 2014
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¥ I3 F. Project Daseiiption G. Strocture (D a & 3 & %1 8 = oL 8
e PROSSER G G4 JOPSTW 425GICE L Np
O Ittt Empler Wighway - Phase 2
Waiise Ceuntry Read 1o Warnbs Road
argd widen madway. durk and qutler, sidewalk storm dealnnge, street
iighting, hot wiw asphalt, and paveren! rearkings
Funding
Status Phase Phase Start Year (YYYY) Federal Fund Code Faderai Funds State Fund Code State Funds Local Funds Total Funds
B N 2017 STP(LE) 661,370 134,430 965 BOD
Totals 261,370 134,430 595,800
Expenditure Schedule
Phase 1s¢ ] 2nd 3rd 4th ] 5th & 6th
OH g ’ o] 9495 800 |
Totals 0 o 985 860] {i]
Page 3
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Six Year Transportation Improvement Program

From 2015 to 2020

Agency! Frossar
County: Benion
MPOURTPO: BFCS N nside Y Outside
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- % A PINFrojoct No. 8. STIPID L4 S I Py 3 =
S % G Profect Tifte - » 3 = gl 2 g il 0@
! ] 3. Rosd Namée or Mumber F 2 a. g - o . =1 &
) S €. Begin & End Termini g b1 3 > g g E g &
o B 2 E. Project Deserption @, StructursiD 2 g g S 2 8 2 51 4
a3 4 VA-OE50E U4 {CRSTW 0510{CE Yes
g indend Empl Héghwa_ay - Phase 3 )
Wamba Roud o Grant Kok
Harunsta ek roadway, olrh and guiter, sidewali, storm drainags, strest!
Lgisting, hal af, nil havenant markings :
Funding
Status Phase Phase Start Year (YYYY) Federal Fund Code Faderal Funds State Fund Code State Funds Local Funds Total Funds |
o PE 2075 STPUS; Haik: ] 2, 2841007 $EE 000
F =W 2018 STERS) 50,080 [ 4,005 5505
4 N 217 STPUS) 1.838,600 7 258050 1 ETED0D
’ Totals! 1,868,800 o 292,190 2,161,000
.Expendiure Schedule
Phase ist 2nd 3rd 4th 5th & 6th
PE o 786,000 o ol o
R G TEG, 008 o o ]
CN 0 o 1,948,500 " of o
Fotals o 245,000 1,918,000 F [}
Page 4

Report Date: May 21, 2014




Six Year Transportation improvement Program
From 2015 to 2020
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Agency: Frosser
County: Bentor

MPO/RTRO: BFCG M inside ¥ Outside
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- 2 A Pwpoect No. B. STIF (D z g g g g 2 F
g = C. Project Title - r S g By & 8 b 2
ok £ D. Roat Marie or Number 8 2 2 g ET I I 2y 2
zZ El E. Begin & End Termint ES T 2 ; 2 2 2 -1 B
&3 & F. Projest Dadédiption G. Structure 1D & kS B 5 A [-3 R
e 5 PROSSER 3 71 |CPSTwW 1O0OICE | Mo
Kinnay Way! Concord/ Market Sidewalk tmprovements
| Park Averye to Stele Route 22
Curb ard gulier and sidewalk improvemends,
Funding
Status Phase " Phase Sta# Year [YYYY} Federal Fund Code Federal Funds Stats Fund Code " state Funds Loeal Funds Total Funds
# PE 2046 OTHER 55,000 6,000 £1,000
P sl 2017 OTHER 575,060 £3,000) #38,000
Tofais ’ 630,000 69,000 559,000
Exprenditure Scheduie
' Phase 15t 2nd 3rdl 4th 5th & 6th
PE 0] 1,600 a
[0 ) O 635050 =
Totals g £1,000 638,000 [53
Page &

Report Date: May 21, 2014
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g tastington State
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Agency: Prosser
County: Bepton

Six Year Transportation improvement Program
From 2015 to 2020

RMPO/RTPO: BFCG N inside Y Cuwide
- e w ——
2 =
2 = 3 3
e 2 < [ - Ed ]
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¥ i E. Bogin & End Terminl N -1 2 = 28 2 b=
EED 4 £, Projoct Deseription G, Structure (D a 2 E E Ti g = Tl 8
68 9 FROSSER B M ITCPeTW 2440108 ho
Wismbs Foad lprovemands - Bhagd 4
Ol infang Emplre Highwy 1@ Medo D
Recondtruct acd widin ragdway, o and gulter, sidewalk, slorm drainage, street
fighiling, ot it asphall and siiping.
Funding
Status Phase Phase Start Year (YYYY) Fedcral Fund Code Federal Funds State Fund Code State Funds Logaf Funds . Total Funds
¥ PE M7 3] OTHER TEL00 75000 153,007
g Ch ) e ai OTHER 656,000 BR7.000 1,373,000
Totals o 752,000 762,000 1,524,060
Expenditure Schedule
Phaze st 2ad ©o3rd 4tF 5th & 5th
PE o G 151,000 [t]
CH o3 o ¢l 1,573,000
Totals & 0y 151,000 1,373,000
Page 6

Report Date: May 21, 2014
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Wamba Road improvesignis - Phasg &
Wine Country Road to Gid Infand Smpie Highwiy
Reconsiruet and widén roadway, surly ird gulter, sidewalk, storm drainage, sireat
lighting, hot mix asphal, arid pavement markings, i
Funding
Status Phase Phase Start Year {YYYY} Federal Fund Code Federal Funds State Fund Code State Funds Local Funds _ Tetal Funds
P BE 017 " Tk T g - OTHER 26,500 33,000 §3.000
& Con 2018 E { OTHER 6000 2919501 505,000
Totais [ 2440000 324,000 568,000
Expenditure Scheduls r
Phase 1st Znd Ird 4th 5th & 6th
PE b4 M 55,000 2} G
CoN G o o 500,045 o
Totals ki) q £9,0006 502,000 Iy

Report Date: May 21, 2014 Page 7

12



Washington Sinte
Begartment of Transportation

siiin,
Agency: Prosser
County: Benton

Six Year Transportation improvement Program
From 2015 to 2020

Report Date: May 21, 2044
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o7 g | PROSSER & g4 [CPSTW 3 CE Mo
Byran Road improvamints
Sharidan Avenuy © West City Umits
Reconstnct witden roadeay, fir 2nd gulier, sidewsal, storm drainage, stres!
lighting, hot il 1, and pavement markings
Funding - )
Status Phase Phase Start Year (YYYY) 1 Federal Fund Code Foderal Funds Statp Fund Code State Funds f.ocal Funds Totat Funds
2 PE 2018 OTHER 214000 25,000 263000
¥ 1 Thi 2018 OTHER 1,874,900 [ RETH 2.343.000
Totals 2 658000 524,000 2,612,860
%Expenditu;e Schedule -
_ Phase 1st Znd 3rct 4th 3¢h & Gth
! PE g B o 285,008 ol
CN Q o g i} 2,543,000]
Totals 0 b a 269.000 2,343,006/
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From 2015 to 2020

Agency: Prossar
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[ & PROSSER 9 4 JoPsTw 4 30icE Mo
N Road improvemenis .
West City Limits to 200 sasl of Cagl Courd
Reconstruct and widen roagway, curb and guiier, gidewalls storm drainage, stresi
tightirng, hof mix asphall. and Bavafment faaking: )
Funding o -
Status Phasa Phase Start Year (YYYY) Federal Fund Code Federal Funds State Fund Cods State Funds Locai Funds Totai Funds
7 PE 2618 PP 102.000 11000 T30
P =8 2018 TPF 316,000 HI006) 1,018,800
’ Totaks 1,018,009 114,000 1,122,000
{Expenditure Schiedule T
Phase ist Znd drg 4%h 5th & Sth
Bg o o o o A1E.000 o
CH B ) 0 [ 8 1,078,000
Totals 0} it 2 113,000 4,019,000
FPage 8

Report Dale: May 21, 2014
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48 8 F. Projedt Debaription G. Structure 3 a ) 3 i 3l 3 = k] 2
o8 et PROSSER 11 DF HEPSTW iR-Saln] Koty Mo
FrosEer Avenue Improvemants
Market Sireet to Memeral Siraet
Reconstruct and wideh roadway, cuh and gutier. sidewalk, siorm drainage, shreat
Bghting, hot mix asphalt, snd pavement markings -
Funding .
Status Phase Phase Start Year [YYYY) Federal Fund Code Fedesal Funds Siate Fund Code State Funds Local Funds Tota!l Funds
I ALL 2048 1,568,000 1,668,000
Totals 1,668,000 1,668,084
~Eipeﬁd§ﬁ1re‘ Schedule o
Phase st Znd 3rd 4th &ih & 5th
P ) o 1,568,000
Totals ¢ 4 " 1,668,000 ¢
Page 10

Report Date: May 21, 2014
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Six Year Transportation improvement Program
From 2015 to 2020
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§8 2 E. Segin & End Termini 3 - 2 = ZFi & 2 g5
ER & £ Project Daseription G. Structure i H g EY 3 B2 E] B B
08 11 EROSSER ¢F] ) 0 {CPSTW C3IDCE No
Aleandor Court improvesients - Phase §
Hightand Drive 'o Paterson Road
Funding T -
Status Phasa Fhase Starf Year (YYYY) Fedaral Fund Code Feaders! Funds ] State Fund Ceds State Funds Local Funds Total Funds
£ AL paghes & 13 73,600 973,000
" Totais ¢ 73,000 73,600
Expenditure Schedule
Phase 1st 2nd 3rd 4th 5th & Btk
ALL ’ 9 0 73,000
Totais a4} (1] 973,400
Report Date: May 21, 2014 Page 11
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bl £, Begin & End Tormini o k-] 3 E <
e | £ bt - g : z SEEE S
o8 [ F_ Projnet Desoription G. Structyre (D o =2 2 e ai & 5 54 &
0% 17 ' PROSSER 13 04 TCPSTW 0.23BICE Mo
Kileeandar Coyrt frprovernents < Phase 2 3
Wine Uenrdry Rowd 15 Highiar Drive
peongtunt Gt widen rogieay carh and gutler, didewalk, storm drainags, sireet
ighfing, hot mix gephall, and paveisin! rnarkings.
Fending T
Status Phase | Phase Start Year (YYYY) Fetferal Fund Code Faderal Funds i State Fund Code State Funds Local Funds Total Funds
e ALL 28 , o] ’ ) o FIELOOG TRLLRY
' Fotals G o 704,000 0,400
Expanditure Schedule )
Phase 151 ] 2nd ) Srd 4R Sth B 6tH
AL 2 of [§ 0 700,000
Totals 9 [} ] [ a 700,000;
Page 12

Report Date: May 21, 2014
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Agency; Prosser

County: Benton

Six Year Transportation improvement Program
From 2015 to 2020

Report Dater May 21, 2014
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Benzon Avende Improvements
Hercer Court to Alexander Court
Reconsiruet and widen rpadway, ot and gutier, sidewsalk, stommi tainage, hot mix
asphEll and pavemed! markings. P
“Funding
Status Phase Phase Start Yaar (YYYY) Fedgrai Fund Code Federal Funds State Fund Code Stata Funds Legal Funds Total Funds
= AlL 28 - & 588,000 559,040
: Totats|. & 589,060 589,000
iExpenditure Schedule -
Phass 15t 2nd 3rd 4th 5th & 6th
AEL i3 ] 2 5B%.000
Totais 03 [ 589,006
Fage 13
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Six Year Transportation Improvement Program
From 2015 to 2020
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Highland Drive Improvements 1
Aaxander Court to Siate Route 22
[econsiruct anig widen roadway, curb and guiler, sidewalk, storm drafmage; hot mix
asphait and pavement markings,
Funding
Status Phase Phase Start Year {YYYY) Fodaral Fund Code Federal Funds State Fuind Code State Funids Local Funds Tetal Funds
P ALL pars) & G 4,093,000 1,603,000
Totais o ¢} 1,033,000 1,083,000
Expenditure Schodule
Phags isg Znd oI ard 4th 5th & 6th
aby ¢ GF. s} b3 1,083,600
Totals] 8 B 3 ¢ 4,053,000
Page 14

Report Date: May 21, 2014
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Six Year Transportation improvement Program

From 2015 to 2020
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Fufiding
Siatis Phase Fhase Start Year (YYYY} Federal Fund Code Faderal Funds State Fund Code State Furids Local Funds Total Funds
P ALL 2020 - ’ 0 ’ 0 335,000 335,000
totare ] 18 335,000 335,000
£xpenditure Seheduts
Phase 15t 2nd 3rd dth Gth & Gth
ALL 4 0 g 335,000
Fotals & & 4 335,000]
Page 15
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3 5 F. Projact Deseription G. Strusture 1D & 2 2 @ B B F %P A
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Wing Courtry Road] Moot Orive/ Gap Read Instersactons
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Funding R
Status Phsse Phase Start Year [YYYY) Federal Fund Code Federal Punds State Fund Coda X State Funds Local Funds Total Funds
P - 2 018 0 OTHER : 66008 19,000 185000
P : RW 2018 g " OTHER 260,000 : 25,000 288,000
P o _ 2020 ' g OTHER 1550400 174,000 1,732,000
. Tetals [H 1,984,050 222,000 2,206,000
iExpenditure Schedula R
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Page 16
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Six Year Transportation improvement Program
From 2015 to 2020
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lstail ADA sotepiast sidowsll ramps induding curh ang gutter and asphali patcking
¢ thres irteigeriinns —
Funding
Status Phasa Phase Statt Year [YYYY) Fedéral Funid Cods Federal Finds State Fund Code State Funds Local Funds ‘totaf Funds
P N Tigen TAPLIS) 64,980 i 10,140 TE 420
’ Tetals 64,980 ol 10,149 78,120
Expenditure Scheduls :
Phase 185t Znd 3rd 4ih St & Gtk
N 78,440 a 0 ] o
Totals 75,128 8 o ]
Page 17

Report Date: May 21, 2014
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Washington State
Depariment of Trangporiation

Agency: Prasser

County: Benion

Six Year Transportation improvement Program
From 2015 to 2020

MPO/RTPO: 8FCG M ingide Y Oulside
) 5 T
1 3 z
S _ 3 - L
- 5 A PPt No, 8. STP D B g 2| £ 3 21 =
g p C. Frojoct Title - > 8 g 8y F B 2 7
o a [ D. Road Name or Mumber g g' o g [2s & I =1 &
78 2 iE Begin & End Termint 2 ] 3 3 3¢ 2 3 £
28 & F. Projeat Dosdription G, Structure iD £ 2 S G 2l 2 £ Bl £
g7 18 WAOGE03] 1 [CPETW ct | nNe
Wing Country Road tluminated Crosswalk Project ]
WCRIChardannay Avenue io
L Instalt an iluminated crosswalk
Fanding T e
Status Pliase Phase Start Year (YYYY}) Federai Fund Cods Federal Funds Siate Fund Code Stata Funds Lacal Funds Total Funds
I CH 2015 g Bedifiike Program 55,510 5,309 &0,8001
Totals o 55,5190 5,380 60,900
Expenditurs Schedule
. Phasa 45t 2ad g 4th Sth & 6th
CN £0.800 g 9 vy
Totals 60,900 ) [ af.
Foderal Funds State Funds Local Funds Yotal Funds
Grand Totals for Prosser 4,864‘330_ 6,781,910 8,664 080 28,316,820
Page t8

Repori Date: May 21, 2014
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CITY OF PROSSER, WASHINGTON

AGENDA BILL

Agenda Title: Consideration of Qrdinance
14- establishing Prosser Municipal
Code Chapter 9.20,010 to make having

Meetine Date:
June 3, 2014
Special Meeting

two or more false alarms in a ninety day
period unlawful and consideration of
Resolution 14- setting emergency
Response registration fees and a late
penalty for late payment of such
registration. :

Department: | Director: Contact Person: Phone Number:

Police David Giles David Giles (509) 786-8220

Cost of Proposal: Account Number:

N/A

Amount Budeeted
N/A

Name and Fund#

Reviewed by Finance Department:

i

Attachments to Asenda Packet Item:

1. Proposed Ordinance 14- B
2. Proposed Resolution 14-

Summary Statement:

For the period from January 1, 2013 through December 31, 2013 the Prosser Police
Department responded to 10,049 calls for service. Research conducted indicates 232 of
those calls were related to responding to burglar alarms. Further research indicates that all
232 of the burglar alarm responses during that time period were false,

Burglar alarm responses are considered emergency calls for service and normally require
the response of two uniformed officers, the Police Department’s average cost to respond
to each false alarm is approximately $60.00; and for the period from January I, 2013
through December 31, 2013 the Police Department’s cost to respond to the 232 false
alarms was approximately $13,920.00.

The Mayor and Police Chief sent letters out to businesses on May 23, 2014, in town
providing information and requesting comments on the upcoming burglar alarm
ordinance proposal, '
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The proposed ordinance will establish Prosser Municipal Code Chapter 9.26.010 mzzking\
two or more false alarms in a ninety day period unlawful and imposing a peralty of
seventy-five dollars for each unlawfal faise alarm. Additionally the ordinance will make
it unlawful to have or maintam on any premises a burglary and/or robbery or fire alarm |
unless there is on file with the city of Prosser Police Department a current emergency |
respense registration, and an emergency response registration fee has been paid. The
proposed Resolution sets those fees.

Consistent with or Comparison to: Existing adopted or previous pians, policies or actions
taken by the Council

Recommended City Council Action/Suggested Motion: !

Motion #1: Adopt Ordinance 14- establishing Prosser Municipal Code Chapter
9.20 to make having two or more false alamms in a ninegty day period unlawful and
imposing a penalty of seventy-tive doliars for each unlawful false alarm.

Motion #2: Adopt Resolution 14- setting Bmergency Response Registration Fees
and a Late Penalty for Late Payment of Such Registration,

Rev;ewed by Departiment Reviewed by City Attorneyv: | Approved by Mavor:
Date: »iffﬁf o0 /u‘@ | 'i'%“ Date: 575()//9’ Date: S“:_,; @"’be
Todav’s Date: Revmlen "Numbbr/Bate: File Name and Path:

May 30, 2014
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CITY OF PROSSER, WASHINGTON
ORDINANCE NO. 14-

AN ORDINANCE ESTABLISHING PROSSER MUNICIPAL CODE
CHAPTER 9.20 TO MAKE HAVING TWO OR MORE FALSE ALARMS
IN A NINETY DAY PERIOD UNLAWFUL, IMPOSING A PENALTY OF
SEVENTY-FIVE DOLLARS FOR EACH UNLAWFUL FALSE ALARM,
MAKING 1T UNLAWFUL TO HAVE OR MAINTAIN ON ANY
PREMISES A BURGLARY AND/OR ROBBERY OR FIRE ALARM
UNLESS THERE IS ON FILE WITH THE CITY OF PROSSER POLICE
CHIEF A CURRENT EMERGENCY RESPONSE REGISTRATION, AND
ESTABLISHING A FEE FOR SUCH REGISTRATION. THE
ORDINANCE ALSO SETS FORTH THE EFFECTIVE DATE OF THE
ORDINANCE AND PROVIDES THAT ITS PROVISIONS ARE
SEVERABLE FROM ONE ANOTHER AND PROVIBES FOR
PUBLICATION BY SUMMARY.

WHEREAS, for the period from January 1, 2013, to December 31, 2013, the Prosser
Police Department responded to 10,049 calls for service with 232 calls related to responding to
alarms; and .

WHEREAS, 100 hundred percent of those alarm calls during that period were false; and

WHERFEAS, 100 percent of those alarm calls during that pertod were for burglar alarms,
and '

WHERFEAS, 100 percent of those burglar alarm calls during that period were false; and

WHEREAS, for the period from January 1, 2013, to December 31, 2013, approximately
3 percent of all emergency calls for service involved responding to noise complaints; and

WHEREAS, 25 percent of those noise complaints relate to alarms; and

SR S

WHEREAS, 100 percent of those noise comﬁnlain{'s related to alarms were false; and h

WHEREAS, emergency calls for service normally require the response of two uniformed
officers; and ;

WHEREAS, for false alarms, the Police Department’s. average eost {o reépond to each
false alarm is approximately Sixty Doliars; and

WHILREAS, for the period from January 1, 2013, to December 31, 2013, the Police
Department’s total cost to respond to ali false alarms was approximately $13,920 and

WHEREAS, the administrative cost to bill persons who have more than one false alarm
in any ninety day period, is approximately Fifteen Dollars; and
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WHEREAS, the Mayor and Police Chief sent out a letter on May 23, 2014, to businesses -
in the city providing information and requesting comments on the upcoming alarm ordinance
proposal;

NOW THEREFORE, THE CITY COUNCIL OF THE CITY OF PROSSER,
WASHINGTON, DO ORDAIN AS FOLLOWS: '

Section_1. Prosser Municipal Code Section 9.20.010 is hereby established to read as
follows:

9.20.010 False alarm defined.

For the purposes of this chapter, the term “false alarm” means the activation of a
burglary and/or robbery or fire alarm by other than a forced entry or attempted
forced entry to the premises, or by other than a fire and at a time when no
burglary or robbery is being committed or attempted on the premises, or when no
fire exists on the premises.

Section 2. Prosser Municipal Code Section 9.20,020 is hereby established to read as
follows: -

9.20.020 False alarm prohibiteéd when-Fee.

It is unlawful for any person, business, or other legal entity having or conducting
a private alarm systern for fire, theft, burglary, or other protection to have two or
more false alarms within a ninety-day pericd. The owner of any residence,
business, or premises in which said alarm system exists shall pay a seventy-five
doliar false alarm fee for the second and each additional false alarm in any ninety-

day period.

Sectien 3. Prosser Municipal Code Section 9.20.030 is hereby estaﬁfiéhé& ‘to read as
follows: : ' :

9.20,030 Notice — payment of fee.

The Police Department shall notify the party responsible for paying the fee, and if
said fee is not paid to the Cify Fmance Director within thirty days, a summons and
complaint shall be executed by the City and the responsible party shall thereby be
brought within the jurisdiction Benton County District Court. In the alternative 1f
the fee s not paid within thirty days and at the sole discretion of the Mayor, or his
or her designee, the Mayor, or his or her designee, may assign coliection of the
fee to a collection agency. If the collection of the fee 1s turned over to a coliection
agency, then the agency can add a reasomable fee in accordance with RCW
19.16.500.
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Section 4. Prosser Municipal Code Section 9.20.040 is hereby established to read
as follows:

9.20.040 Emergency response registration — payment of fee.

[t shall be unlawful to have or maintain on any premises a burglary and/or robbery
or fire alarm unless there is on file with the city of Prosser police chief a current
emergency response registration including, but not limited to, the name(s) and
cutrent telephone number(s) of person(s) authorized to enter such premises and
turn off any such alarm at all hours of the day and night, and an emergency
response registration fee has been paid in an amount set by the City Council by
ordinance or resclution. The city’s police chief is hereby anthorizéd to establish

policies and procedures to establish emergency response registration forms., In
~the event that an emergency respouse Tegistration is not filed by the person
maintaining the burglary and/or robbery or fire alarm within 30 days after the
police chief issues a wntten demand to obtain such emergency response
registration, then a late penalty in the amount sef by the City Council by
ordinance or resolution shall be paid before the police chief may issue the
registration for the burglary and/or robbery or fire alarm.

Section 3. Prosser Municipal Code Section 9.20.990 1s hereby established to
read as follows: : -

$.20.990 Severability.

The provisions of this chapter are hereby declared to be severable. If any section,
subsection, sentence, clause, phrase, or word of this ordinance, or its application
1o any person or circumstance 1s for any reason held to be invalid or
pneconstitutional, the remainder of this ordinance shall not as a result of sawd
section, sentence, clause, phrase, or word be held unconstitutional or invalid.

Section 6. SEVERABILITY. The proﬁsions of this ordinance are hereby declared

to be severable. If any section, subsection, sentence, clause, phrase, or word of this ordinance, or
its application to any person or circumstance 1s for any reason held to be invalid or
unconsiitutional, the remainder of this ordinance shall not as a result of said section, sentence,

clause, phrase, or word be held uncenstitutional or invalid.

Section 7. This ordinance shall take effect five (5) days after passage and publication of
an approved summary thereof consisting of the tifle.

PASSED by the City Council and APPROVED by the Mavor, this _day of
, 2014,
MAYOR PAUL WARDEN
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ATTEST:

CITY CLERK, RACHEL SHAW

Approved as to lorm:

e

CITY ATTORNEY, HOWARD SAXTON

Date of Publcation:
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SUMMARY OF ORDINANCE NO. 14

of the City of Prosser, Washington

Onthe  dayof .+ 2014, the City of Prosser, Washington, passed
Ordinance No. A summmy of the content of said. ordinance, consisting of the

title, provides as follows:

AN ORDINANCE ESTABLISHING PROSSER MUNICIPAL CODE CHAPTER 9.20 TO
MAKE HAVING TWO OR MORE FALSE ALARMS IN A NINETY DAY PERIOD
UNLAWFUL, IMPOSING A PENALTY OF SEVENTY-FIVE DOLLARS FOR EACH
UNLAWEFUL FALSE ALARM, MAKING IT UNLAWFUL TO HAVE OR MAINTAIN ON
ANY PREMISES A BURGLARY AND/OR ROBBERY OR FIRE ALARM UNLESS THERE
IS ON FILE WITH THE CITY OF PROSSER POLICE CHIEF A CURRENT EMERGENCY
RESPONSE REGISTRATION, AND ESTABLISHING A FEE FOR SUCH REGISTRATION,
THE ORDINANCE ALSO SETS FORTH THE EFFECTIVE DATE OF THE ORDINANCE
AND PROVIDES THAT ITS PROVISIONS ARE SEVERABLE FROM ONE ANOTHER
AND PROVIDES FOR PUBLICATION BY SUMMARY.

The full text of this Ordinance will be mailed upon request.

DATED this __ day of L2014

CITY CLERK. RACHEL SHAW
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CITY OF PROSSER, WASHINGTON
RESOLUTION NO. 14- _

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF PROSSER,
SETTING EMERGENCY RESPONSE REGISTRATION FEES AND A
LATE PENALTY FOR LATE PAYMENT OF SUCH REGISTRATION
FELIL

WHEREAS, the City Council of the City of Prosser has determined that if is in the best
interest of the City of Prosser to move toward providing a single, efficient, and convenient
listing of all fees and charges for permits, licenses, services, applications and filing fees;
and

WHEREAS, such a listing will better facilitate the updating and uniform review of all
such fees and charges; and

WHEREAS, the City Counci! has provided for emergency response registration fee
and a late penalty for late payment of such regisiration fee to be set by Resolution;

NOW THEREFORE, BE I'T RESGLVED, that the followmg fees are hereby set by
the City Council and the City Clerk shall add these fees to the City’s fee schedule:

Emergency response registration fee: $5.00
Emergency response registration fee late penalty: $10.00

ADOPTED by the City Council of the City of Prosser and APPROVED by the Mavor
of the City of Prosser this day of , 2014,

MAYOR PAUL WARDEN

ATTEST:

RACHEL SEAW, CITY CLERK

APPROVED AS TO FORM:

i,

et T Pyt et e e

HOWARD SAXTON, CITY ATTORNEY
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CITY OF PROSSER, WASHINGTON

AGENDA BILL

Agenda Title: Review and Discuss Meeting Date:
Proposed Changes to Prosser Municipal June 3, 2014
Code 3.62 Regarding Competitive Bidding. | Special Meeting

Department: Director: Contact Person: Phone Number:
Finance Regina Mauras Regina Mauras (509) 786-8225

i
Cost of Proposal: Account Number:
$0 n/a
Amount Budgeted: Name and Fund#
$0 n/a

Reviewed by Finance Department:
‘n/fa

_Attachments to Agenda Packet ltem:

1. Prosser Municipal Code 3.62 - redline version indicating proposed changes.
2. Draft Administrative Policy regarding Purchasing and forms

Summary Statement:

In 2004, the City of Prosser adopted a Competitive Bidding Policy. Since that time little
has been done to update the policy despite changing economic conditions like inflation
Or changes in state law.

The amendments proposed were drafted to resolve these issues:

- In accordance with state purchasing requirements

- Provide administrative authority to the Mayor or hig designee to authorize budgeted
expenses which do not exceed $50,0000

- Provide administrative authority to the Mayor or his designee to enter into contracts

| for service or eguipment which do not exceed $25,000. ;

| - Direct the Mayor to create administrative poficies and procedures to ensure |
compliance with law.

- Approves standard contract form.

A copy of the draft administrative policy prepared under the direction of the Mayor is
attached for your consideration. The policy is aimed at guiding the reader through the
purchasing process by clearing outlining the difference purchasing decisions and
requirements. In addition, staff have developed, and continue to develop, checklists to
assist staff through the purchasing process.

Consistent with or Comparison to:

EXISTING ADOPTED OR PREVIOUS PLANS, POLICIES OR ACTIONS TAKEN BY THE COUNCIL
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i Recommended City Council Action/Suggested Motion:

Review and Discuss Proposed Changes to Prosser Municipal Code 3.62 Regarding

Competitive Bidding.

Reviewed by Depariment

Reviewed by City Atforney:

Approved by Mavor:

Director:

E’""} R |
“"“’Qi%am Ml

fdy)

Date: gﬁ"} @_,_,&/b{

Date: 52y Jr
Today's Date:;

May 23, 2014

File Name and Path:
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Chapter 3.62
COMPETITIVE BIDDING POLICY

Sections:
3.62.010 Adopted.
3.62.020 Mayor's authority to execute contracts.
3.62.030 Contracts in Declared Emergency

TFhe-city-of Prosser-competitive-bidding policy-attached-to the ordinance-codified-in-this-section-and
incerporated-hereinasitfully-set-forth-is hereby adopted initsentirety (Drd 2480 82 2004)

it is necessary to ensure that the clfizens of Prosser and the City of Prosser are obtaining the best work
or supplies possible at the most reasonable price. Therefore, pursuant to state and federal purchasing
requirements, this policy is aimed af preventing fraud, favoritism, or collusion to create a fair forum for

hbidders.

3.62.020 Mayor's authority to execute contracts. i SHARE

{h-accordance-with-the--city's-competitive bidding policy-adeptedin-Sestion—3.82 610, The Mayor, or his
designee, is authorized to execute contract, on an approved contract form, for services or equipment

which do not exceed $25,000 including taxes, shipping, and other related costs,

The Mayor, or his designee, is authorized to administratively authorize budgeted expenditures which

do not exceed $50,000.

The Mayor is authorized to create administrative policies necessary to ensure compliance with state

and federal mandated purchasing requirements.
3.62.030 Contracts in Declared Emergency

Pursuant to the authority contained in Chapter 39.04 RCW, the mayor i$ designated by the city council to
declare an emergency situation exists, waive the competitive bidding requirements, and award all necessary
contracts on behaif of the ¢ily of Prosser, Washington to address the emergency situation, regardiess of the
value of the project. If a contract is awarded without competitive hidding due to an emergency, written findings
of the existence of the emergency must be made by the mayor and duly entered of record no later than two

weeks foliowing the award of the contract. The mayor shall also post the contract and his written findings on the
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cify’s web site within two weeks from the date he declared the emergency. if the city’s web site is down due to
the emergency, then the mayor shall take reascnable steps to notify the public of the award of the contract and

the substance of his findings in accordance with the state law.

For purposes of this section “emeargency” means unforeseen circumstances beyond the control of the
municipality that either: (A} Present a real, immediate threat to the proper performance of essential functions; or

(B) wili likely result in material loss or damage to property, bodily injury, or loss of life if immediate action is not

taken.

in the absence of the mayor, the mayor pro tem may deciare an emergency and execufe coniracts, and in the

absence of the mayor pro tem, the city administrator may declare an emergency and execute contracts.

The authority to declare emergencies in this section is in addition to and not in limitation of the authority granted
in Prosser Municipal Code Chapter 9.10 to declare civil emergencies. (Ord. 2634 § 1, 2008: Ord. 2489 § 3,
2004)
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Administrative Policy and Procedure
"~ City of Prosser, Washington

SUBJECT: Purchasing

Policy No. ADM. 004 Pages;

Effective Date: -

Develop By: Department Head Approval: | City Administrator Approval:

. -PURPOSE - ' :
‘The purpose: gf this p@hcy isto ensure that the cmzc:ns. of Pmsser and the City of Prosse:r are
dbtdmmg the best work or supphes possible af the- most reasonable price. This polacy is
almed at prevennng ﬁaud favomttsm or collus;on and to create a fair forum for bldders

2. GRGANIZATIGNS AFFE{ITED
Thls code apphes for ai! depa:ftments, of th mt

3. REFERENCES
3.1 OrdmanceNo

4, DEFINITI(}NS '

4.1. Bid Limits - Dollar amounts below which competitive bids or the small works roster
process are not required for the purchase of equipment, supplies or materials or for
public works projects. When calculating bid limits the annual cost of expected
reoceurring purchases, all city needs and the purchase of like items (i.e. meter boxes and
lids) should be considered. Please see appendix “A” for current bid Iimits.

4.2. Competitive Bids - A process through which there is competition following
advertisement in at least the official newspaper of the City and other media for
equipment, supplies, materials and public works contracts, open to all suppliers, vendors,
and contractors, and in which price is the primary basis for consideration and contract
award. :

4.3. Small Works Rester - A process through which there is competition following
notification to some or all public works contractors who have requested placement on a

roster maintained by MRSC by the local government agency, in which the price is the
primary basis for consideration and contract award.

TPage
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4.4, Small Public Works Contracts - A process through which written or electronic quotes
are solicited from contractors for public works contracts with total estimated costs below
the bid limits following notification; in which the price is the primary basis for
consideration and contract award.

4.5. Quotes - A process through written or electronic gquotes are solicited from suppliers and
vendors for equipment, supplies and material contracts with total estimated costs below
the bid limits; in which price is the primary basis for consideration and contract award.
Quotes are required to be solicited for all purchases from $7,500 to $14,999.

4.6. Competitive Negotiations - A process through which there is competition following
advertisements in the City official newspaper and other media for equipment, supplies,
materials and public works contracts, open to suppliers, vendors and contractors, which
factors other than price may be the primary basis for consideration and contract award.

4. 7: Vendor Lists - A-process in which there is competition -for -equipment and supply
- ‘contracts thmugh notiﬁcatmn to some or all suppliers and vendors who have requested
piacemeni on a roster kept by the Finance Department whmh price is the primary basis
for consideration: and contract award. The vendor list process can be used for non—pubhc
work related purchases iess thaﬁ §15, OOG (thch mciudes the cost of slnppmg, tax and
other mlated costs). : . : ;

‘-4.8 Public Agency Wor « -Limits set by the Legzslature on the amount“of public works that

" canbe ac:oomphshed using the agency's:own work force or by hiring day laborers, Limits
are expressed as specific dolfar amounts for single or multiple craft projects and/or as
percentages of the pubhc works or mad fand budgcts RCW 35.23.352.

:4,9 Servxces - Servmes are non—pxﬂ)hcz worke actmizes trequmng labor, sqmpmcnt, supphes :
and materials for which an agency contracts, on a periodic, routine basis. Professional
services are defined as activities such as consulting that have a primarily mtellecmai
final product,

4,9.1. Personal Services: Professional or technical expertise provided by a consultant to
accomplish a specific study, project, task, or other work statement.

4.9.2. Professional Services: Services rendered by any person, other than as an
employee , confracting to perform activities within the scope of the general
definition of professional practice in RCW 18.08 (Architects), 18.43 (Engineers and
Land Surveyors), 18.96 (Landscape Architects)

4,140, Public Works - RCW 39.04.010 defines the term "public work" to include all
work, construction, alteration, repair or improvement other than ordinary maintenance,
executed at the cost of the state or of any municipality, or which is by law a lien or
charge on any property therein.

4.11. Ordinary Maintenance —Work not performed by contract and that is performed
on a regularly scheduled basis (e.g. daily, weekly, monthly, ete. but not less frequently
than once per year) to service, check, or replace items that are not broken; or work not

21 Payge
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performed by contract that is not regularly scheduled but is required t¢ maintain the asset
so that repair does not become necessary.

4,12, Public Notice — When required, public notice must be made in at least the official

newspaper of the City or a publication of general distribution. Additionally, notice
should be placed on the city’s webpage. Publication duration and wording should be
consistent with state law or grant/loan requirements. Typically the City endeavors to
publish public notices once a week for two weeks when the situation allows. Sample
notices have been attached for reference. (appendix B)

4.13. Emergency — Unforeseen circumstances beyond the control of the City which
present a real, immediate, and extreme threat to the proper peérformance of essential
functions or which may reasonably be expected to result in excessive loss or damage to
property, bodily injury, or loss of life. RCW 43.19.200(2) An emergency purchase is a
purchase made pursuant to RCW 43.19.200 in which the normal competitive purchasing
iamcedm ‘es have been Wazved by a declan amm of emer, genc:y 1ssuf:d hy the May@r or: hls

foﬂaw PMCS fm more mformation PMC, 9 10 P‘\/EC g, 15 and PMC 16,

_ffj};:t. Respons;hie Bidder “'ERCW 39. 04 350

4.715 Soheltatwn - ;’WAC 236 48, 003 The pmcess of - no’nfyiﬁg prospectwe ‘bidders

5. R‘ESPON SIBILIT}{ES

5.1.

that the purchasmg actmiy desires to receive cempemwe bn’is quotes, or propasals for
the fuimshmg of’ goode or serwces -

Maym‘. Is re‘;pcnmbie for 1mplementmg the admxms‘rraﬂve policies nec,essary ’Eo ensure

B ,':}300111]31131100 with state and federal mandated purchasing requirements. He or she may at

5.2.

any time choose to present a purchasing decision to the City Council for their review and
approval. The Mayor, or his designee, is authorized by City Council to administratively
authorize budgeted expenditures which do not exceed $50,000.

The Mayor, or his designee, is authorized to administratively enter into contract for
services or equipment for budgeted expenses which do not exceed $25,000 including taxes
and shipping costs for non-budgeted items.

Finance Director. Is responsible for preparing the necessary forms, checklists,
education, and other resources for departments to assist in the purchasing process. The
Finance Director is also responsible for maintaining a vendor list, small works roster list,
or contracis for these services.

Department Director. Is responsible for ensuring that all purchasing in their department
are reasomable, responsible, and meet federal and state purchasing requirements along
with the City’s operating budget and mission statement.

JiPage
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5.4. Al Staff. Are responsible for reporting the true needs of the department and for ensuring
that fair price is paid for the service or product received. Each staff member is also
responsible for ensuring that the purchasing process is fair and free of conflicts of
interest or the appearance of such.

6. STATEMENTS OF POLICY AND PROCEDURES
6.1, General Guidelines
6.1.1. Availability of Funds. It shall be the obligation of the Department Dnector to
ensure that sufficient appropriated funds are available to cover the anticipated cost
of purchases. Any anticipated expenditure that exceeds the budgetary appropriation
by more than $5,000, must receive approval from City Council.

6.1.2. Aunthorized Employees. Purchases should only- be initiated by authorized
employees.  The department director is responsible to providing the finance
wdepartment with a -list of employees authorized to purbh&se and with - purchase
‘ hmltatlons "I‘he Tist should also co tam any potenﬂal -Gr apparent” conﬁmtq of
mtcreqt ; - i Vi

:"fi: 6.1.3. ’I‘axcs Washmgton state and kmal taxes must be paid on zll items or “services
' Whlch ﬂle law: requires_ ‘ - : ‘

6.1 4. Purchase Orders. A purchase order will be 1ssued for purchases of matenals and
services excecdmg $2,500, or when required by the ‘vendor., Once szgmd by the
Departmcn{ Director, the wmpieted pulchaqe orde: should be dehvered to the
- Finance Department. _ s

_6 141, Where the total purchase order cxcceds $10 G{}O the Finance Di' Zctor will

L be required to sign all -purchase orders. - '

6 14.2.  Where the total purchase order exceeds $35 000 the City Acimmls:tmtmn

and Finance Director will be required to sign all purchase orders.

6.1.4.3. Exceptmns to Purchase Order Requirement: Department Heads may
choose to apply the following exemptions as they see fit.
6.1.4.3.1. Petty Cash Expenses;

6.1.43.2. Long Term Debt;

6.1.4.3.3. Utility or Insurance Billg;

6.1.4.3.4, Seminars or Schools;

6.1.4.3.5. Association Dues;

6.1.4.3.6, Certain Professional Services such as engineering, attorney, or
doctor fees;

6.1.4.3.7. Contracts for labor agreements;

6.1.43.8. Licenses and Permits;

6.1.43.9. Expenses associated with approved contracts;

6.1.5. Receiving Process. The receiving process is an important part of purchasing.
When materials are received, it generally comes with a sales slip, deliver ticket, or
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packing slip. When the material is received, the emplovee receiving the material
shall verify the quantity of material received. If the quantity is not the same as the
packing slip indieates, the employee should note the discrepancies. If a packing slip
is not provided, the employee should contact the vendor and document date received
and the items and quantitics. The packing slip or separate sheet must be signed and
dated by the employee and delivered to Finance Department.

6.1.5.1.  Under no circumstance will the City accept COD (cash on delivery).

6.1.6. Invoice Process, All vendors must be directed to send invoices and account
statements to the City of Prosser Finance Department, ATTN: Accounts Payable,
601 7™ Sireet, Prosser, WA 99350 unless the invoice is provided at the time of
delivery or receipt.
6.1.6.1.  Original invoices will be delivered to departments to verification, review,
budget coding, and department approval,
6.1.6.2.  Department Directors are not 1equ1red to mg—n
. Utility or Insurance Bills
- Telephone Bills : : R
“Certain Professional servmes suah as engmeermg or attomey fees
“Debt Service e
Contracts: —which have been prewous approved by City
Council, {PEDA Boys and G1rls Club, Chamber of Commerce)
T.?ﬁlsmmel Benefits siich as retirement, heali msurance federa] payroll
‘taxes, or other voluntary benefits BN
6.1.6. 3 Where the total payment exceeds, 31 0,000: (except as exempt above) the
Finance Director will be requared to 'sign 41l invoices.
6.1.0. 4 th.re the total payment exceeds $35,000 (except as exempt abﬂve) the
ity A(kmmstraﬁon and chmce Dlrectcr wﬂl be requxred to sign alli mvmces

6.2. Purchasmg Matenals, Equlpmeni and Supphes '
6.2.1. Reference RCW 39.04.196
6.2.2. This section applies to:
6.2.2.1.  Supplies, materials, and equipment that are for general government
purposes and will not be used in connection to or to accomplish a specific
public works project. For purchases made in connection with a public works
project please refer to section 6.3.
6.2.2.2.  Equipment rentals and leases with or without option to purchase.
6.2.2.3.  Equipment rentals with operator included may require prevailing wages.

Examples:
| Materials, Equipment, Supplies |
Safety Equipment
Warehouse Stock
Office Furniture
‘Tools l

*These example lists are not all inclusive.

5| Pege
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6.2.3. Bid Limits
6.2.3.1.  When applying bid limits the following should be considered

6.2.3.1.1. Total cost should include all associated taxes, fees, and charges.
These can include shipping, setup, handiing, and sales taxes.

62312, Anticipated annual total cost

6.2.3.1.3. All City needs — multi-department

6.2.3.1.4. Like items (i.e. meter boxes and meter box lids)

Purchase | Purchase Order | Quotes Vendor | Competitive

'Order not | Required 'Required | List Bids Required

reguired

Code City | <$2,500 >$2,500 - | >87,500 <§15,000 | >$15,000
Under | ‘
20,000
population

HRCW 39.04.190

6.2.4. Nu Purchasmg Invoivemem. Far purchases Whlch arc not cxpccted to exceeé
$2. 509 , o X .

6.2.5. Pumhase Gxden Requn*ed For puruhases whlch a1" xpectéd to exceedlS“ 500,

6246, Quotes Requxred Fer purc!}ases whlt:h are cxpacted to exceed $7, 500 Three
quotations should be* solicited  from Vendors If Iess than three responses are
received it is. acceptable but the Department Head is responsibie for documenting

... the atfempt to solicit quotatmns and should attach the: &ocumantatmn 0 ’the pm chase

" order. See Checklist #1 ¢ ST -

- 6.2.7. Vendor List

6.2.7.1. RCW 87.08.0650(3) Vendor List Purchasing

6.2.72.  See Checklist #1

6.2.7.3.  RCW 39.04.190 allows authorized local government to use a vendor list
process to purchase equipment, materials and supplies that are not to be used in
connection with any public work or improvement.

6.2.7.4, This Section can be used for the purchase of materials, equipment,
supplies, or services when the cost of the purchase is between $0 - $15,000.
For public work related purchases where the estimated cost is less than $7,500,
see Section 6.3.10.4.

6.2.7.5.  Whenever possible, at least three quotations should be secured to ensure a
competitive process, with the contract being awarded to the lowest responsible
bidder. If less than three responses are received it is acceptable but the
Department Head is responsible for documenting the attempt to solicit
guotations and should attach the documentation to the purchase order.

6.2.7.6. The Vendor List Purchasing Process utilizes the Vendor List established
by the City. The Finance Department is responsible for mainienance of the
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approved Veador List and list of contracts let under this process. A copy of
the Vendor List can be requested from the Finance Department and is
continually updated.

6.2.7.7.  The Purchasing Roster Process, authorized under RCW 39.34, utilizes pre-
established purchasing rosters that have been established in accordance with
the competitive bidding law (i.e. State Bid).

6.2.8. Competitive Bids Required. Purchases of equipment, material or supplics which
are expected to exceed $15,000 must follow the competitive bidding process. See
section 6.4 below. See Checklist #5

6.2.9. Intergovernmental Purchases.
6.2.9.1. References:
6.2.9.1.1. RCW 39.32.670-096 Intergovernmental Purchasing ~ Federal
6.2.9.1.2. RCW 47 24 A050 and RCW 35.77. (}20 authomty to contract w1th

o 62.9.1.3. ?'ll_, ; R.CW -39.34 allows moperatwe purchasmg between pubhc
‘ agenmes ) ;
6.2.9.1.4. “ See Cheeklist #1 - - ‘
6.2.9.2.° Purchases made from the state 01' fed(—n al bzd proowm are emmpt ﬁom the
quotatmn process
6.2.9.3.7 Interg _.mental contracts entcred into by other - government agenczcs
will only’be copsidered vahd If thﬁ: (,ontract had been executed Wlth‘il} the last
24 moni‘hs B e - o
6.2.95’4."‘-’ The City is héld 1espomzbie for purchasmg dc:uszom Proper notzce‘; and
processes’ are reqmred to be followed when determmmg whether to use an
;‘-‘2?3 inter-local contract or not. In order to utilize an intergovernmental ‘contract
© from any agency, other than the State of Washmgton or Federal Government,
the following documentation must be collected to ensure that proper notice and
process was followed,
6.2.9.4.1.  Public Notice or Advcmsement
6.2.9.4.2. Bid tabulations
6.2.9.4.3. Contract documents

6.2.10. Electronic Data Processing and Telecommunications Systems

6.2.10.1. Reference: RCW 39.04.270

6.2.10.2. See Checklist #2

6.2.10.3. RCW 39.04.270 authorizes the City to use a competitive negotiation
process as an alternative to the competitive bid process when purchasing
telecommunication, data processing (computer) equipment or software.
Custom software, network wiring, or improvements should be evaluated to
determine if the project is actually a public work.

Examples: |
‘Electronic Data Processing Telecommunications Systems
Computer Software Applications Telecommunications Software

7i?agé
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Computer Services I Telecommunications Services
Computer Equipment i Telecommunications Equipment

6.2.11, Competitive Bidding Requirements — Exceptions.
6.2.11.1. Reference RCW 39.64.280
6.2.11.2. The following are situations where exemptions to competitive bidding
requirements can be utilized when awarding contracts for public works and
contracts for purchases,
6.2.11.3. Competitive bidding requirements, per RCW 39.04.280, may be waived
for:
Purchasés fhiaf are clearly and legitimately limited th d'single source of supply,
Purchases lnvaivmg special facﬂitaes or market condmons, o
“Pur chases in the event of an emergency,
i’urc,hases of i msuraxace or bonds iy
Pu‘ohc works n the event of a:n emergency,

o o .0 j'.-'-'o

Addztmnai]yﬁ the foi] owmg sxtuatmm are covcrcd u:nder other regul atlons as
noted: ' : :

e  When Authonzcd Lo use a{tematwe; pubhc work contractmg pmcedm €5 s under
RCW 39.10;0r .
Pollutxon Control l’rOJect quahﬁed under RCW 7(} 95A

o :6 2 11.4. Purchase at Auctum
6.2.114.1.  Reference RCW 39.30.045
6.2.11.4.2.  Preapproval of an upper bidding Hmit must be obtained and
documented. A purchase order shall be created to document the bidding
limit approval.
6.2.11.43.  The City may purchase any supplies, equipment, or material at

auctions, when the item(s) can be obtained at a competitive price,
conduocted by the following:

- Untied States Governments, or any Federal Agency
- State of Washington, or any State Agency

- Any Municipality or other Government Agency

- Any private party.

6.2.11.5. Sole Sources.
6.2.11.5.1.  References, RCW 39.64.280(1){a)
6.2.11.5.2.  See Appendix “C” for Sole Source Justification Form
6.2.11.53. RCW 39.04.280(1){a) On a case by case basis the bid or quote
requirement may be waived and a sole source purchase approved. A sole

8 l B oo
LI

43



source purchase may be approved if one of the following conditions are
met:
6.2.11.5.4. Compatibility to existing City standard or to existing equipment,
inventory, system, data, program, or service.
6.2.11.55.  Licensed or patented product with only one dealer.
6.2,11.5.6.  Only authorized service provider, repair and/or warranty services
6.2.11.57.  Unique design. Requires unique design features that are essential,
aesthetic requirements, or not practical to match to existing design or
equipment,
6.2.11.5.8.  Used item. Surplus item bought through an auction or distributor
that would represent good value and is advantageous fo the City.
6.2.11.5.9.  Delivery Date. Only one supplier can meet required delivery date.
6.2.11.5.10.  Project or research continuity. Product, system, service or data
must comply with an ongoing project, research, data, testing, or analysis
6.2.11.5.11. A sole source jostification form is attached for use your in
supporting the sole source rechmmendatior. ThIS fmm must be approved
by the Mavor, or his designee. (Appendix C) D
'f: 2 11.5.12. Budgeted sole source purchases whw"h exceed $50 000 1cqmre the
g appmva] of the:City Council. :
6.2.11.5, 13, The following acqmmtmm are cleariy and legitimately hmﬁcd toa
smgie source of supply or involve special facﬂmes, services, or market
condlhons ‘and are des1gnated as exempt from competitive bid
requirements The City -shouid use state contracts if available, if no state
) contracts exzst purchasf: authonty is granted for the following: -
; 62115431, Utilities - Fees, charges, and-assessments for public utiliries
f-'.‘-_! such as garbage iheaﬁ cable. 'IV pOWer lights, fire protecnon and
. | - recyclimg services. i
6.2.11. 5 13.2. Postage And Postal Sewu,e o
6.2.11.5.13.3. Professional License And Memberships

6.2.11.5.13.4. Professional association membership dues or professional
licenses required by employer or state faw.
6.2.11.5.13.5. Publications, Subscriptions And Information Service

Directortes: Publications, subscriptions, and information service
directories in print or electric format.

6.2.11.5.13.6. Conferences And  Seminars; Registration/fuition  for
conferences and seminars; Booth or room rentals, facilities including
furnishings and directly related services and materials for public
hearings required by agency mission are included; Entrance fees fo
professional management award programs which are determined to
be in pursuit of agency mission are also included.

6.2.11.5.13.7. Miscellaneous Fees, Court imposed fees; Fees for obtaining
records; Juries and directly related materials and services; Court
ordered attorney  fees; Out  of cowrt seftlement costs;
Registration/cancellation fees; Transfer fees or other transaction
fees; Customs and brokerage fees and duties associated with

5 J.
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procurement of goods from foreign countries where such costs are
not paid by shipper.
6.2.11.5.13.8, Legal/Promotional Advertisements and Awards. Legal or
promotional advertisements cost via public media to include but not
limited to newspapers, video, radio, billboards or journals, and,
Prizes or awards materials which are related to the agency mission.
6.2.11.5.138. Original Equipment Manufacturer (OFM) Repair Services.
OEM repair services and component parts, and technical and
maintenance services {(including start-ups, training, and testing), and
chemical supplies, which can only be obtained from the original
equipment manufacturer or regionally authorized single distributor.
6.2.11.5.13.10.  Technical Inspection. Survey or certification services, and
related expenses 1equ11<~3d for vessels, boilers, vehicles, and related
equipment. :
6.2.11.5.13.11.  Training Services. Recurring training for all or most
- semployees; Materials (iticluding training-aids and devicesy used-in
. presentation of the training; Routine and ‘ongoing ‘training required
- for vendors/contractors/consultants to enable them to comply with
'_f,-if:;contractual reqmremznts, Trammg prowded incidental (16% or less
Goof equipment cost) to the’ pua chase of. eqmpment but not 1nc3udeé m
: eqmpment purchase przce :

6.2. ii 6 Emergencv"
6.2. 11.6.1.. References S ‘
6.2.11; 6 1 i.  -RCW 38, 52 agency declarcd CMmeErgency

Rk AL 6 1 2. RLW 39 04, 280{1) v»alver of competltwe b1ddmg in event
“of emergency
6.2.11. 6 1.3. RCW 38.52.070(2) wawer of compet:twe b]ddmg in event
of emergency
6.2.11.6.1.4. ROCW 39.04.280 federal or state declared emergency
6.2.11.6.1.5. PMC 16.10 Critical Areas
6.2.11.6.1.6. PMC 9.10 Emergency Powers
6.2.11.6.1.7. PMC 9.15 Emergency Management

6.2.11.6.2. City Council has authorized the Mayor, or his designee to
administratively execute agreements under this section.

6.3. Public Works Contracting
6.3.1. Is it Maintenance or a Pablic Work?

6.3.1.1.  This essential question must be answered to determine the proper process
and requirements that will guide your project.

6.3,1.2. RCW 3904010 indicates that a *“Public Work™ means all work,
construction, alteration, repair or improvement other than ordinary
maintenance. WAC 296.127.010(7}b)(iii) defines “ordinary maintenance” as
work not performed by contract and that is performed on a regularly seheduled
basig, but not less frequently than once a vear, to service, check, replace, items
that are not broken; or work performed by contract that is not regularly
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scheduled but is required to maintain the asset so the repair does not become
HeCessary. '

6.3.1.3.  Determining if a project is a public work or maintenance can be confusing.
Therelore, the City of Prosser will treat maintenance contracts as public works
contracts. subject to bid limits, bonds, retainage, and prevailing wage.

6.3.1.4.  All public works including ordinary maintenance when performed by
contract must comply with RCW 39.12 (prevailing wages).

6.3.2. Requirements for all Public Works Contracts

6.3.2.1.  Prevailing Wage. All public works including ordinary maintenance when
performed by contract must comply with RCW 39.12 (prevailing wages).

6.3.2.2. Retainage and Bonding. For public works projects, the City must
withhold retainage from progress and other payments made by the City. There
must be a contractor’s performance bond on file. Retainage and bonds will be
returned to the contractor once the contact has been accepted as complete and
affidavits from . the Department of Revenue, Department of - L&I and

R Employment Secuniy have been received. (piea:se see appendix “A”)

6.3.2.2.1. "' Retainage: RCW 62.28.011 requires that the City w1t§zho]d 5% o
the ‘money due to a contraetm for a pubhc work improvement until

cumpctltmn of acceptance-of contract. Please see appendix *G” which

prowdes a retainage selection form which allows the contractor to select

the s manner the retained funds will be released The contactor may also

chme to obtain a retainage bond as an aliernate to the Tetainage

mthholdmg, process. This same RCW outhnes requirements relatcd to the
rc.lease of retainage at project- campletmn

6 3 2 2.2. . Performance and Payment Bond. RCW 39.08.010 reqmres ihc City

to: Gbiam 1 payment and perfomxance bond each to be issued for 100% of

the contact amount; “from the contractor, Thesc bonds will be returned to

the contractor once it is determined that the contractor has performed all

the provisions of the contract and paid all laborers, mechanics,

subcontractors, and suppliers for the carrying on of the work. When a

bond is not received the City may be responsible for persons mentioned

in RCW 39.08.010 to the full extent and for the full amount of all such

debts so contracted by such contractor. For projects which are $35,000 or

less, the contract can opt to have the City retain 50% of the contract

amount for 30 days after the date of final acceptance, or until the releases

from the Department of Revenue, Department of Labor and Industry,

Employment Security, and the settlement of any liens filed under RCW

60.28, whichever is later. (please see appendix “G”)

6.3.2.3.  Sales taxes. Sales taxes apply to every sale of tangible personal property

{and some services) to all persons, inchuding the City for purposes of

determining whether a purchase or project exceeds an agency's bid limits, sales

tax must be included when determining the cost of a public work, or when

calculating the cost of materials, supplies, and equipment purchased separately

from a public work. There are some sales and use tax exemptions for certain
public works projects. The exemptions include:

HiPaze
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6.3.2.3.1. Labor and services rendered for the building, repairing, or
improving of any street, place, road, highway, casement, right-of~way,
mass public transportation terminal or parking facility, bridge, tunnel, or
trestle owned by a city or town which is used primarily for pedestrian or
vehicle fraffic. Materials used in constructing these projects are not
exempt from the sales and use tax. RCW 82.04.050(8).
6.3.23.2 Labor and services for the processing and handling of sand, gravel,
and rock taken from city and/or county pits and gquarries when the
material is for public road projects. RCW 82.08.0275.
6.3.2.4.  Must meet mandatory bidder résponsibility criteria
6.3.2.5. Certificate of Insurance. Terms must be consistent with those
recommended by the City’s insurance provider.
6.3.2.6.  Notice of Claims or Damage. These should be forwarded to the Finance
Department immediately upon receipt so they can be processed as necessary.

w3, 3 Phasing Pro_;et:is Prohibited. The -breaking of rany project  into -utiits ~or

s accomphshmg any projects hy phases is -prohibited if it is“done for the 1 purpose of
avoiding the maximum dollar amount of & contact that may be let umng the small
works roster pmccss or: hmﬂed works prc;cess

Bid Limits .
Competitive Bids |'$300,000 or more |
Small Public | Under $360,000 * ="
Works  Roster | - i
il Quotes e

"4 Multiple  Craft | Under $63,000

" Bid Limit {(Small

Works Roster
- Optional)

Single Craft BRid | Under §40,0600
- Limit {Small
Works Roster
Optional)

Limited  Public | Under $35,000
Works Process
(Quotes required $7,500 or more
Purchase  Order | $2,500 or more

Required
Purchase  Order | Under $2,500
{ Not Requtred

6.3.5. Purchase Order Not Required. For maintenance or public work purchases
under $2,500.
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6.3.6. Purchase Order Required. For maintenance or pubhc work purchases over
$2,500.

6.3.7. Quotes Required. For maintenance or public work purchases $7,500 or more.

6.3.8. Single Craft Bid Limit. For maintenance or public work purchases of $40,000
which inciude single craft compatitive bids must be sought. As an alternate, the
small works roster process can be followed. (RCW 35.23.352)

- 6.3.9. Multiple Craft Bid Limit. For maintenance or public work purchases of $65,000
which include multiple crafts competitive bids must be sought. As an alternate, the
small works roster process can be followed. (RCW 35.23.352)

6.3.10. Small Works, RCW 39.04.155 indicates that projects which are estimated to cost
less than $300,000 can use a small works roster process.
SR :6 3, 10 I. Small Works Projects $150,000 to $300,000. If the estimated work is
S between $1 50 BOG and $300,000 City must sohmt bids from all the appropriate
“contractors on the appropriate small works roster. (Please see Checklist #3)
6.3. 10 2. Small Works' Projects $150,008 or Jess. If the estimated work is less than
$150,000.. the City must solicit bids from at least 5 contractors-on the
-appropriate small works roster who have mdwated the capability of performing
the kind “of ‘work being contracted in.a manner; that does not favor certain
contracwre. over others. (Please see Checklist #3)
6.3.103. Smali Works Projects $35,600 -or less (Limited Public ‘Wark) RCW
- 35.04, 155(3) allows the C1iy 1o soholt electronic or written guotes from a
~minimim of 3 contractors from the appropriate small works roster and award
S the aoniraci to the towest respons1ble bidder. (Piease see Checklist #3)

-:6 3. 10 4. Small Works ?rnjef:ts $7,500 or less (Really Small Public Work). If the
estimated work is less than $7,500 the City must solicit three or more informal
quotes from contractors and award the contract to the lowest responsible
bidder. Projects which are estimated to cost less than §2,500 do not require the
solicitation of quotes or the involvement of purchasing. (Please see Checklist
#4 and #5)

6.4, Competitive Sealed Bid Process.
6.4.1. Reference RCW 57.08.050

6.4.2. Work, This section should be used for construction, building, renovation,
remodeling, alteration, repair, improvement of real property, or any other work
performed by outside contractors when the estimated cost exceeds $300,000.
(Please See Checklist #6)

6.4.3. Materials. This section should be used for material and equipment purchases
when the estimated cost exceeds $15,000. (Please See Checklist #7)

Examples:
TH o oy e
13 [ g E:.)‘\
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Work & Materials associated with Public Work

Capital Improvement Projects > $300,000
Equipment Purchases >$ 15,000
Materials Purchases (i.e. water meters, pipe, ete} > § 15,000

*These example lists are not all inclusive.

6.4.4. Exceptions. Competitive bidding requirements, per RCW 39.04.280, may be
waived for:
6.4.4.1. Purchases that are clearly and legitimately limited to a single source of
supply:
6.4.4.2. Purchases involving special facilities or market conditions;
6.4.4.3. Purchases in the event of an emergency;
6.44.4, Purchases of insurance or bonds;
6.4.4.5. Public works in the event of an emergency;
6 4.4.6. When Authorized to use alternaiwe pubhc work contractmg procedurse
S under RCW39.10; or L
64 4 7 Poilutlon Cont:l 01 Project quallf ed under RCW ?0 E}SA

6 4.5. Bxddmg Pracess The foﬁowmg eiements are a requued part of the compeﬂtwe
bidding pmgram This biddm g process apphe% to both public work and nonnpubhc
work’ related projects ot purchasef; Please see Checklist 6 & 7. £

6.4.5.1." Ad‘_&{_er_t:lsement RCW 35.23.352 requires that all tiotices calling: for sealed
E brds be published in the City’s ofﬁmal newspap&r or a newspaper of general
circulation at leasi thirteen’ -days -prior -to the date when the bids will be

‘received.. The advertisement ‘should ‘include information about “the bid
- -Opening,” the work fo be Jperformed, materxaiq or equipment to be furnished,
ﬁ"spmiﬁcatmns bid-bond requirements, an('i any language that may bﬁ mqu:red

L by the funding agency (state or federal grant or loan).

6 4.52. Bid and Performance Bonds. RCW 35.23.352 provides that eaoh bid
must be accompanied by a bid deposit in the form of a cashier’s check, money
order, or surety bond for a sum of not less than 5% of the bid amount,
including sales tax. Once bids are opened and the contract is awarded to the
lowest responsible bidder, the bid deposit or bid bonds should be returned to
the unsuccessful bidders. The successful bidders bid bond or deposit is retained
until the bidder eniers into a contract with the City and furnishes a performance
bond in the full amount of the contract price. If a successiul bidder fails io
enter inte a contract and does not provide a performance bond within 10 days
of being notified of the bids amepfance the bidder forfeits the bid bond or
deposit to the City.

6,453, Bid Award. RCW 35.23.352 requires that the City award io the lowest
responsible bidder. A responsible bidder must possess all of the following

criteria(RCW 39.04.350):
6.4.53.1. Be a registered contractor at the time of bid submittal
64532 Have a current UBI number
6.4.5.3.3. Have industrial insurance coverage
6.4.5.3.4. Have an employment security department number

1417
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6.4.5.3.5. Have a state excise tax registration number; and
6.4.53.6, Have never been disqualified from bidding under RCW 39.06.010
or 39.12.065 (3}

6.4.54. Accepting or Rejecting Bids. Assuming there are no bidding
nrvegularities, afier opening the bids, the city must award the contract to the
lowest regponsible bidder or reject all bids,

.6.4.5.5.  Other requirements. Please refer to section 6.3.2 above.

6.4.6. Late Bids. Bids are required to be received on or before the time stated in the bid
advertisement. It is the bidders responsibility to ensure that the document is received
at the advertised time. Bids are considered “received” when they can have been
received by the City Clerk, or the designee, and have been stamped and initialed
with their date and item of receipt. Late bids wil]l NOT be accepted.

6 4.7. Disclosing Purchasmg Information, Full disclesure of bid information should

... .-not be made prior to award of the bid.. Disclosure (}f this information is available

) " through the “chuest for Public Records” process.- Bid documents submitted in
response to & request for proposals become a public n:coz*d upon submission to the
City, subject 1o mandatory disciosure upon request ‘by any person, unless the
documentv& a,re cxempted from pubhc d1sclosu1e bya spemﬁc provision of’ law

6 5. Contractmg for: Semces -
- 6.5.1. Archltecmml and Engmeermg (AJE) }’rofessmnal Serv:ces

6.5.1.1. Reference RCW 39.80 - P

6.5.1.2.° RCW 39.80 pmvzdes a4 umionn statutory prmedme for the proouremcnt of
arohztcctural landscape architecture, engineering, and land surveying services.
A quahﬁcanon based selecnon process must be used when evaluatmg firms or
 individuals.

6.5.1.3. Advanced Fubheatmn RCW 39, 8{) 03(} raqunes advanced pubhcahon of
the City’s requirement for professional services.

6.5.1.3.1. Publishing an announcement on each occasion when professional
services provided by a consultant are required by the agency;
6.5.1.3.2. Announcing generally to the public its projected requirements for

any category or type of professional service {contract from established
consultant roster).

The City utilizes both methods ander specific circumstances based on the estimated
fee for the proposed project.

Dollar Thresholds for professional services are as follows:

Fee Estimate =>$150,000 Advertise by Project

Fee Estimate <$150,000 Select for Roster
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Examples:

Professional Services |

Architectural Services as defined by RCW }8 08
Engineering Services as defined by RCW 18.43
Land Surveying as defined by RCW 18.43
Landscape Architecture as defined by 18.96

6.5.1.4,  Consultant Selection. Department Heads may select consultants from the
roster and ask them 1o respond to RFPs for individual projects, with or without
mterviews. Departments may also select, for certain projects may choose to
advertise its specific need for services and select ‘firfils ‘based &n the RFQ
(Request for (}uahﬁcaﬁons} submmals and then mtervlew those ﬁrms uqmg, a
“committee, :
6.5 1. S Contract Negcuatmn Puasuan’r to RCW 39 86 (50

. 6.5.2, Persana! Serwces =i-§":
6.5.2.1.0 _ Reference* RCW 39, 29.011 . o e i
6.5.2.2. Al procuremen’t of pezsonal servwes shaE] be by cozmact (see aﬁachnmnt

I Personal services may be procured only to resolve a specific prob}em or

issue, or to cxpedltc a spemﬁc project that is temporary in nature. -The City

- i";l_1nay procure personal services only if it documents that the service is critieal to

agency - responsibilities or operations, or..is mzmdated or authorized by the

legislature, that the sufﬁcmnt staffing or. mpe:rhw is not available within the

agency lo perform the service, and other qualified public resources are not
avaiiable to perform the service (RCW 39.29.011}. :

Competitive solicitation (RFP or Request for Proposal) is required for all
personal services contracts. Exceptions for this requirement include:
Emergency contracts; Sole Source contracts; Contract amendments; Contracts
of fess than $2,500; or when it has been determined that a competitive
solicitation process is not appropriate or cost-effective, It is important to note
the purchase orders can be considered a contract for purchases less than
$7,500.

Dollar Thresholds for personal services are as follows:

- No | Purchase Order | Contract Required - | Contract Required -
Purchasing | Required Mayor Approval Council Approval
Involvément | R
Personal | <§2,500 | >$2,500 | >$7,500 | >$25,000
. Services i [ ‘
16 ” Gdge

51




Examples:

| Personal Services

' Accounting

Class Instruction

Locating

Environmental Planning
iepal Services

Management Consulting

Needs Assessment

Research

- Selentific Studies 00
i Statistical Analysis "~

Strateg,m ?lannmg

Umpzms

*’I‘hese example: hsts are nut aii maluswe

6 6 Conﬂ:cts of Interest ‘ o
- 6.6.1. References Sl L
6.6.1, 1 RC W 42.23, conﬂlcts of' mterest

6 7 Inventm'v ,
| 67.1 inventury Taﬂs R ' ‘ i
6.7.1.1.  Items with an esttmated value of $1 {)00 to &4 999 and with a usefnl life of
more than one year shall be maintained on the City’s general jnventory list.
6.7.1.2.  The Finance Department will be responsible for collecting the information
from the individual departments and entering it into the inventory ligt.
6.7.1.3. Each department is responsible for reporting promptly to the Finance
Department property which has been purchased or acquired which meet the
inventory requirement listed under 6.7,1.1.

6.7.2. Asset Records

6.7.2.1.  lItems with an estimated value of $5,000 or more and with a useful life of
more than five years shall be maintained in the City’s asset records.

6.7.2.2.  The Finance Department will be responsible for collecting the information
from the individual departments and entering it into the asset records,

6.7.2.3.  Each department is responsible for reporting promptly to the Finance
Department property which has been purchased or acguired which meets the
asset requirements lsted under 6.7.2.1,

6.8, Disposal of Surplus Property
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6.8.1. Property must be surplused by the approval of City Council through adoption of a
resolution, or by following a City Council approved administrative policy.

6.8.2. The adopted resolution will dictate the disposition of surplused property.

6.8.3. Public notice will be made for all items available for public auction.

6.8.4. Upon disposition, the appropriate asset or inventory records will be updated to
reflect the surplusing resclution and disposition of the propexty (sale, donation,
destruction).

6.8.5, The surpius of certain utility owned property reqmre special notification and
disposition processes. Please see the Finance Department for this process,

'6.8.6. Please see Attachments B and F for sample forms.

7. Attachments ;

8.

. Sm all Works/anted Pu‘bhc Works Agreem ent

“”ﬁQ“*fﬁfﬁiﬁﬁﬁﬁﬁﬁﬁbow>

Bid Limits

Sampie Public Notice

Sole Source Justification Form
Sample/Form Declaration of Emergency
* Surplus Property Public Notice

Surplus Property Bid Form o
Declaration of Optmn for Performance or Addmonal Retamage Form
Teicphone Quote Form L

Request for: Quotaﬁan Formi{small works projec!s)
Professional Service Agreement ‘

eckhst i kS - B R ‘
Purchases from deor list. ﬂf Purchasmg Rosttr (State B;d) $0-814,999

.. Checklist for the. purchase of Blectronic Data Processing of Teiec,ommumcanon Systems
"fi_'f}ESmaH ‘Works Check List (87,500 to $300,000) % =

Small Purchases and Work (Public Works) ($2,500 - $7,500)

Small Purchases and Work (Public Works) (80 -$2.500)
Competitive Bidding Checklist (work over $300,000)

Competitive Bidding Checklist (equipment & matertal over $15,000)
Professional Services <$150,000

Professional Services > or =$150,000

Personal Services (50 to $4,999)

Personal Services ($5,000 to $9,999)

Personal Services {310,000 or more)

B|Page

53



Cost Ranges

Appendix A

Plans/Spec .-

NA

NA

Optlonai

NA

Requsred

Requnrec&

Estimates

Formal Advértiserent -

Sealed Bids - N/

Public Bid Oﬁening N

NA

Requ:red ’

Quotes (written, faxed,
phone, electronic) .~ 10ptiona

Purchase Order

Required

‘Bid Bond .

Required

| V‘Reqmred

Formal Award (counc;l

approval) -

Delegated Awa%d Optional

Mandatory Eiidder L

Responsibility Criteria ~

supplementary Biddér -
Responsibility Criteria |1

Preformance{?ayment E

Bond

Retamage _ o ,

fnsurance

DOR Releasé Form - |NA.

NA

NA

NA

NA

Required

Pre\faii-i'ﬁg Wages (F&A)
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Appendix B

CITY OF PROSSER, WA
REQUEST FOR PROPOSAL
FINACIAL MANAGEMENT SOFTWARE

Notice is hereby given by the undersigned that proposals will be accepted in the
office of the Prosser City Clerk, Prosser City Hall, 601 7% Street, Prosser,
Washington, 99350 until the hour of 5:00 9.m., Friday, March 30, 2012, for:

Financial Management Software

Proposal forms and Specifications are available in the office of the City Clerk, City-
Hall, Prosser, Washington. 509-786-2332.

This advertisement does not constitute any offer on the part of the City, rather it
is placed only in order to solicit proposals. Women-and Minority Vendors are
encouraged to submit a proposal. The City of Prosser reserves the right to reject
_any and all proposais. :

Dated this 1st day of March, 2012.

Rachel Shaw, CMC
City Clerk

Publish on Wednesday, March 7% and Wednesday, March 14",
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Appendix C

Sole Source Justiﬁﬁation Form

/
Name of Department Head Dept./Division

Supplier:

Product Description

LUse/Need: Estimated Cost

This is a sole source because: {reference ADM 004 6.2.11.5)

[16.2.11.5.4 Compatibility to existing City standard or to existing equipment, inventory,
system, data, program, or service.

[16.2.11.5.5 Licensed or patented product with only one dealer.

[08.2.11.5.6 Only authorized setrvice provider, repair and/or warranty services

£16.2.11.5.7 Unique design. Requires unigue design features that are essential, aesthetic
requirements, or not practical to match to existing design or equipment.

[16.2.11.5.8 Used item. Surplus item bought through an auction or distributor that would
represent good value and is advantageous to the City.

[16.2.11.5.9 Delivery Date. Only one supplier can meet required delivery date.

[16.2.11.5.10 Project or research continuity. Product, system, service or data must comply with
an ongoing project, research, data, testing, or analysis

1.  What necessary features does this vendor provide which are not available from other
vendors? Please be specific.

2.  What steps were taken to verify that these features are not available elsewhere?

[1 Other brands/manufacturers were examined (please list phone numbers and names, and
explain why these were not suitable)

[0 Other vendors were contacted (please list phone numbers and names, and explain why
these were not suitable).
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Appendix C

Sole source purchases are defined as clearly and legitimately limited to a single supplier. Sole
source purchases are normally not allowed except when based upon sirong technological grounds
such as operational compatibility with existing equipment and related parts or upon a clearly unique
and cost effective feature requirement. The use of sole source purchases shall be limited only 1o

those specific instances which are totally justified to satisfy compatibility or technical performance
needs,

STATEMENT OF NEED:

My department’'s recommendation for sole source is based upon an objective review of the
product/service required and appears o be in the best interest of the City. | know of no conflict of
interest on my part or personal involvement in any way with this request. No gratuities, favors or
compromising action have taken place. Neither has my personal familiarity with particular brands,
types of equipment, materials or firms been a deciding influence on my request to sole source this
purchase when there are other known suppliers {0 exist.

Request: Department Head Signature Date

Approval: Mayor, or his designee Date

6.2.11.5.12 When the total expected cost exceeds fifty thousand ($50,000), the City
Council must by motion determine that there is only one source and
authorize the purchase.

Council Meeting Date: (Attach Council Minutes)
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Appendix D

PROCLAMATION OF STATE OF CIVIL EMERGENCY

WHERFEAS, the Mayor and/or their designee have reported to the undersigned that the
following cmergency situation:,

that results in, or threatens to result in, an imminent threat to the health and safety of the citizens
of Prosser and the traveling public. Failure to take immediate action may result in a real,
immediate threat to the proper performance of essential functions; and/or will likely result in
material 1oss or damage to property; and

WHEREAS, all available resources are/will be commmitted to responding to this civil
emergency, and the severity of this emergency is beyond the capability of local resources and
requires the City to request supplemental assistance; and

WHEREAS, these conditions constitute a civil emergency as defined in Prosser
Municipal Code 9,10.010, and necessitate the utilization of emergency powers granted under
PMC 9.10.020 and RCW 38.52.070; and

WHEREAS, in the judgment of the undersigned, extraordinary measures are required to
protect the public peace, safety and welfare;

NOW, THEREFORE, I, Paul Warden, the Mayor of Prosser, Washington, do hereby
proclaim a civil emergency exists within the City of Prosser due to

In accordance with PMC 9.10.020, the undersigned hereby further proclaims the
following orders are in effect immediately within the areas described below:

The following orders are hereby necessary for the protection of property and shall be in
effect until further order in the areas described:

An order waiving the public works competitive bidding requirements and awarding
contracts to address the emergency situation in accordance with Chapters 38.52 and 39,04 RCW:

For purposes of this section “emergency” means unforeseen circumstances beyond the
control of the municipality that either: (A) Present a real. immediate threat to the proper
performance of essentinl functions: or (B) will likelv result in material loss or damase to

property, bodily injury, or loss of life if immediate action is not taken,

Emergency activities are those activities necessary to prevent an immediate threat fo
public health. safety, or welfare. or that pose an immediate risk of damage to private property
and that require remedial or preventative action in a timeéframe too short to allow for compliance

with the reguirements of this fitle,
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The above orders shall remain in effect until a subsequent order revoking same, and, if
any such order remains in effect as of (date) , shali be
presented to the City Council at its meeting on such date for ratification and confirmation.

Dated this day of

Pau]l Warden, Mayor

Attest:

Rachel Shaw, City Clerk

Approved as to form:

Howard Saxton, City Attorney
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Appendix E
_,2014

Surplus Items Available for Bid

The City of Prosser periodically surpluses items that are no longer of use to the City.
When these items become available they are open for the public to make an offer on.
The ltem will be awarded to the highest bidder. Forms are available at City Hall, 601
7% Street, Prosser, WA 99350, All bids must be received no later than 5:00 p.m. on

day, . 2014, We will contact the individuals with the highest bids on
, 2014,

The City of Prosser has recently surplused the following items:

The items can be viewed at =~ -~ - | , Prosser, WA on ___ day,

__ “between :00 p.m. and _:00 p.m. This will be the only time available to
view these items.

Thank you for your interest in the City of Prosser. For more information, please
contact the City of Prosser via phone (509)786-2332 or at City Hall, 601 7" Street,
Prosser, WA 99350.
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Appendix F

CITY OF PROSSER, WA

601 7th Street, Prosser, Washington 99350 (509)786-2332 Fax (509)786-3717

Bid Proposal: Ytems for Sale

Name

Mailing Address

Telephone # Alt Telephone #

Signature Date

Iterns for Sale:

item Bidding On

Amount Bidding 5

Item Bidding On

Amount Bidding §

Bids must be received by 5:00 pm.on , 2013,

This is an Equal Opportanity Program. Discrimination is prohibited by Federal Law. Complaints of discrimination may be
filed with the Administrator, USDA, Rural Development, Washington, D.C. 20250-0700.

Este programa ¢s de oportunidad igualada. Discriminacion es porhibido por la jey Federal . Quejas de discriminacion pueden
ser registradas con e Administrator, USDA, Rural Development, Washington, D.C. 20250-0700.

Revised June 22, 2010
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Appendix G

City of Prosser

Beclaration of Optien for Performance Bond or
Additional Retainage
(Contracts Under $35,000 only)
Note: This form must be submitted at the time the Contractor executes the Contract. The

Contractor shall designate the option desired by checking the appropriate space.
The Contractor elects to:

(1) Furnish a performance bond in the amount of the total contract sum. An executed
performance bond on the required form is included with the executed contract documents,
Mandatory on contracts exceeding $35,000.

{2) Have the City retain, in lien of the performance bond, fifty percent (50%) of the
total contract amount for a period of thirty (30) days after final acceptance or until receipt of all
necessary releases from the department of revenue and the department of labor and industries
and seitlement of any liens filed under Chapter 60.28 RCW, whichever is later.

In choosing option 2, the Contractor agrees that if the Contractor, its heirs, executors,
administrators, successors, or assigns, shall in all things stand to and abide by, and well and truly
keep and perform the covenants, conditions and agreements in the Contract, and shall faithfully
perform all the provisions of such contract and shall also well and truly perform and fulfill all the
undertakings, covenants, terms, conditions and agreements of any and all duly authorized
modifications of the Contract that may hereafter be made, at the time and in the manner therein
specified, and shall pay all laborers, mechanics, subcontractors, and materialmen, and all persons
who shall supply such person or persons, or subcontractors, with provisions and supplies for the
carrying on of such work, on his or her pait, and shall indemnify and save harmless the City of
Prosser, Washington, its officers and agents from any claim for such payment, then the funds
retained in lieu of a performance bond shall be released at the time provided in said option 2;
otherwise, the funds shall be retained until the Contractor fulfills the said obligaticns.

Contractor Signature Date
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CITY OF PROSSER, WA

PUBLIC WORKS

SMALL WORKS PROJECTS QUOTE FORM

PROJECT NAME:
PROJECT DESCRIPTION:

DATE FORMAT
CONTRACTOR/ | CONTACT | CONTACT | DATEOF | QUOTE | ESTIMATE | OF QUOTE | RESPONSIVE
VENDOR INFO NAME | CcONTACT | RECEIVED {1,2,3,4}* (Y or N}

*FORMAT OF QUOTE ~ Type of format in which the quote was provided to the City by the Contractor.

Telephone
FAX

Email
Hard Copy

B Mo

Additional Notes:

Date of Review

Signature
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Appendix |
REQUEST FOR QUOTES (RFQ)
VENDOR INSTRUCTIONS
(PROJECT NAME}

T Submxt :Qoi_if offer by one of tﬁe following metho(ié dn or before (mme} (cfatc},.

- City of Prosser
Hand Deliver or Mail: 601 7% Street, Prosser, Washington 99350
Fax: 786-3717

I you desire to fax your quote in, the City recommends that vou submit vour FAX by {time) a.m. This will assure timely
submittal, and will reduce risks associated with FAX transmission (i.e, jammed phone lines, failure to transmit, etc.). FAX

quotes will be received antil {time) on the due date {or otherwise at the sole discretion of the Purchasing Manager), however
the (time) submittal is recommended to assure your timely submittal. Such submittals remain confidential and secured and no
information about those submittals will be released until the public information of the guote is otherwise available,
Contractors are enconraged 1o confirm that Fax transmissions are successfully received by the City, as dc-cume:nts that are not
readable to the City may be considered non-responsive.

Contractors mailing submittals should allow normal mail delivery time to ensure timely receipt by the City. Contractors
assume the risk for the method of delivery chosen. The City assumes no responsibility for delays caused by delivery,

2. All Quotations shall be submitted on the offer form fumished by the City.

3. All communications regarding this Quotation must be directed to (responsible department head/finance department):

Unless authorized herein, no other City official or employee can speak for the City regarding this Quote.

The City is not bound by information, clarification, ot interpretations from other City officials or employees. Submyitters
should not contact City officials or employees, other than {responsible person),

" Failure to observe this requirement may be grounds for rejection of the Contractor’s Quote.

4. NON-COLLUSION: Submitts] of an offer swears that the offer is penuine and not 2 sham or collusive, and not made in the
interest of any person not pamad, and that the Contractor has not induced or solicited others o submit a sham offer, or to
refrain from proposing.

5. NON-BEGREGATED FACILITIES: Contractor agrees that the company does not maintain or provide for employees any
segregated facilities, and that the Contractor does not allow employees 1o perform services at any such facility. Contractors
agree that a breach of this shall constitule a contract violation,

6. CORPORATE FRINCIPAL: Offers shall be signed by an individual who is named in the business to have such authority,
according to the business govemning body and by-Taws,

7. BONDS AND RETAINAGE: The Contractor agrees to obtain Payment and Performance Bonds in accordatce with the attached
contract and all other attachments incorporated herein. The Contractor agrees that the City is bound by the provigions of
RCW 60.28.011 regarding retainage.

8. SIGNATURES: An Offer submitted by a corporation shall be signed and sealed by the legally anthorized officers of said
corporation. If awarded the coniract, the coniract shall also be so executed, If a proposal or contract 1s signed by an agent, he
shall furnish satisfactory evidence of his authority to sign as the legal representative of the bidder. An authorized pariner of a
co-partnership may sign the condract, subject to the approval of the attorney, who may at his discretion, require each and
every member of the co-parinership to sign the contract.

9. RIGHT TO REJECT GUOTES: The City reserves the right to reject any or all bids or quotes, waive techaicalities or
irregularities, and 1o accept any bid if such action is believed to be in the best interest of the City,

10. RESPONSIBLE BIDDERS: The City shall consider only responsible contractors. The following will be used to evaluate

contractor responsibility. Responsible coniraciors are those that have, in the sole judgment of the City, the financial ability,
gxperience, resourees, skills, capability, relability and business integrity necessary to perform the requirements of the
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contract. The City may also consider references and quality to determine responsibility. No Offer shall be submitted by any
Contractor if any owner has been convicted within the past ten years of a crime that inspugns honest or integrity, or if the
contractor has unsatisfied tax or judgment lens. Contractors must have the specified insurance by the time of award, must
have a Contractors license if appropriate to the work at the time of bid submittal, and must indicate satisfactory business
experience. Other Faetors such as delivery, materials, quality, equipment and other factors not named may also be considered
o determine responsibility, in accordance with City ordinance. The City reserves the right to use any information, whether
supplied through the Offer or otherwise obtained, in determining responsibility.

11 INTERPRETATION OF BID AND PURCHASE DOCUMENTS: No oral interpretations will be made to any Bidder as o the
meaning of the Bid or contract documents; and any oral communication is not binding upon the City. Requests for an
interpretation shall be made in writing fo the City at least § days prior to the bid due date. Any tuterpretation deemed
necessary by the City will be in the form of an addendum io the Bid documents and when issued wiil be sent as promptiy as

practical to all parties to whom the Bid documents have been issued. All such addenda shall become part of the guotation
package.

12, INCURRED COSTS: The City will not be liable in any way for any costs incurred by respondenis in replving to this request,
13, WITHDRAWAL OF OFFER: Bidders may withdraw Offers before the offer deadline,

14, ALTERATION OF OFFER: An Offer already turned into the City may be changed by requesting a change in writing, if it is
received before the Offer deadline. Changes shall be signed by the person authorized to submit Offers on behalf of the firm.

15. BUSINESS REGISTRATION: Contractors awarded a City contract are responsible for compliance with PMC Chapter 5.04
regarding possession of a City of Prosser business license, Contractors may call the City {509-786-2332) for more
information about obtaining & City business registration.

16. ADDENIDA: If the City issues an amendment to these instructions, you must acknowledge that on your Offer sheet so we know
you have received and considered that amendment when you sent in your Offer. If you do not indicate receipt of Addenda,
the City will assime that you have received, considered and Bid with all addenda knowa, OR the City may reject the Bid.

17. NONRESPONSIVE OFFER: Any Offer that does not comply with these instruction, is not signed, supplements or deviates from
the specifications herein, or has an incomplete Offer, may be declared non-responsive by the City.

18. ALL OR NONE BIDS: “All or none” Bids are required. No exceptions or alterations will be accepted.
19. B AWARD: The City shall award to the lowest responsive and responsible bidder.

20. EXAMINATION OF BID AND CONTRACT DOCUMENTS, SITE AND SITE CONDITIONS: The submission of an Offer
constitutes acknowledgement upon which the City may rely, that the Bidder thoroughly examined and is familiar with the
B, specifications and contract documents, is familiar with appropriate worksites, reviewed and inspected all appiicable
statutes, regulations, ordinances and resohstions dealing with or related o the work and services to be provided, and received
and considered all Addenda. Failure or neglect of 2 Bidder to examine such docoments work site(s), stanxies, reguiations,
ordinances, o resolutions shall in nie way relieve the Bidder from any obligations with respect to the Bidder’s offer or to the
contract. No claim for additional compensation will be allowed which is based upon a lack of knowledge of any contract
documents, work site(s), specifications, delivery requirements, statutes, regulations, ordinances or resclutions. A signed
contract furnished to the successful bidder results in a binding coniract without further action by either party.

21. BID PRICE: The Offer provided on the Offer Sheet shall include everything necessary for the prosecution and completion of the
contract including, but not limited to, furmshing all materials, equipment, tools, and other facilities and all management,
superintendent’s labor and service, except as may be provided otherwise in the contract documents. In the event of a
discrepancy between the unit price and the total price, the unit price will govern and the total price will be adiusted
accordingly. Prospective Bidders should indicate in their Bid the address to which payment should be maited, if such address
is different than that shown for the Bid,

22. NEW OR USED: It is determined that by submission of this Offer, the Contractor states that any equipment ntilized are of new
manufacture, unless otherwise specifically stated or called for i the Bid.

23. ERRORS AND OMIESSIONS: The City will not consider a claim of an error in an Offer unless the claim is presented in writing

within 24 hours after the Bids are opened. Additional, the Bidders claiming error must present supporting evidence, including
but not limited to vost breakdown sheets, no later than 48 bours afier the Offers are opened.
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24. GIFTS AND GRATITUTIES: The Contractor and the City must comply with the Terms and Condition stated in the confract
document attached, prior to and throughout the bid, award and contract process.

25, PUBLIC }ZNFORMATI()N: All bids are public information once quotations are iabulated and posted for public information.

26. PROTESTS: A protest procedure is available to Bidders who submitted 2 quote. Interested Bidders may submit protest to
conditions that are stated in this document, if protested no later than 3 complete business days prior to Bid submission
deadline. Following that date, Bidders that have not indicated a formal protest to the conditions, terms, decisions or approach
shall waive their right to protest such issues. Following notice of the apparent successful Bidder, Bidders are allowed thres
{3) business days to file a protest of the acquisition with the City. Such protests may be regarding issues of award, but all
issues regarding the specifications, structure, term or conditions, or anything described herein, must have heen previously
filed as described above. After the three- (3) business day pericd, Bidders waive the right 1o protest, and the City will proceed
immediately to award, Bidders protesting must provide a written and signed statement by the protesting party. The protest
st state the grounds for the protest with the specific and complete statements of the action(s) being protested, A description
of the relief or corrective action being requested must also be stated. Only protests stipulating an issue of fact conceming the
fotlowing subjects shall be considered:

» A matter of bias, discrimination, or conflict of interest on the part of the City;
= Errors in computing scote;
» Non-compliance with procedures on the part of the City.

Upon receipt of protest, the City will hold & protest review. All available facts will be considered and the City will issue 2
deciston within five (3) business days of receipt of the protest. If additional time is required, the protesting party will be
notified of the delay.

in the event that protest may affect the interest of another Bidder who submiited a Bid, such Bidders will be given an
opportunity to submit its view and any relevant information on the protest to the City

The final determmation of the protest shall either:
» Find the protest lacking in merit and uphoid the City’s action; or
» Find only technical or harmless errors in the City acquisition process and determine the City to be in
substantial compliance and therefore reject the protest; or .
= Find merit in the protest and provide the City options for correction including correcting the errors and re-
evaluating the Bids, and/or retssuing the solicitation to being a new process; or make other findings
and determine other courses of action as appropriate.

If the City determines that the Protest is without merit, the City will enter into a contract with the apparently successiul
contractor. If the protest is determined to have merit, one of the altermatives noted in the preceding paragraph will take place.
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SCOPE OF WORK

{INSERT COMPLETE PROJECT SPECIFICATIONS)
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Small Works Quotation and Contract
City of Prosser
601 7th Street, Prosser, WA 99350
Phone: (509) 786-2332 Fax: (5309) 786-3717

VYendor Information:

Name
Address:
Phone:
Fax:
Email;

Project Name:
Terms:

City Information:
City of Prosser
Finance Department
601 7t Street
Prosser, WA 99350
Ph: 506-786-2332
Fx: 500.786-3717

Authorized Representative

Authorized Representative

Printed Name

Date:

Send Contract Information & Billing to:

Printed Name

City of Prosser, Finance Department.

601 7¢h Street

Phone: 509-786-2332
E-mail: accountspayable@eityofprosser.com

Prosger, WA 99350
Breseription -~ Amount
Project Name: 5

Scope of Work: Document “Public Works Request for Quote and Proposal” is attached and is
incorporated by reference. The “Scope of Work™ section of the document outlines the scope of work for

this project.

Start Date:

Completion Date:

See other side for terms & conditions

Tax Rate = 8.3% Tax

Total Amount

Purchase Price | i

Approved as to forny
CITY ATTORNEY

By:

Howard M, Saxton, {1, City Attorney
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This Public Works puschase contract includes the following terns and conditions as weil as the information contained o the front side of this form,

(1) ENTIRE AGREEMENT: The partics agree that this Contract is the somplete oxpression of #s terms and conditions. Any oral or writter representations or understandings
not. incorporated in this Contract ars specifically exchided. '

{23 CHANGES: No zlteration in aty of the terms, conditions, price, product, quality or specifications of this contract will be sffective without written censent of the Project
Manager, . .

(3) TAXES: Uniess otherwise indicated, the Contractor agrees to pay all State of Washinglon sales or use tax. {location code 0303)

{4) BUSINESS REGISTRATION: The Contractor is required to submit proaf of a City business registrarion within ten (10} days of contract award. Failure to provide procf of
a business regisiration may delay payment of imvoices.

{5) REJECTION: All materials and/or services purchased herein are subject 1o approval by the purchaser. Any rejection of materials or services because of nonconformity to
thie terms and specifications of this contract will be at the Contracior’s risk and expense.

{6) WARRANTY: The Contractor shail znd herehy does warranty the work for a petiod of ot (1) year after the date of final acceptance of the work by the City of Prosser. The
Contractor shall repaly or vemove and replace any work that is found fo be defective o workmanship and/or materials withoot expense whatsoever to the Gwner, erdinary wear and
war and unusyal aluse or neglect excepted.

(7) WASTE MATERIAL: Contractor shail comply with all Federal, Swie and Local environmental health rules and reguiations, If the Contractior has questions regarding
compliance with such laws, Contractor shall contact the Ciry @t (309) 786-2332. All refuse and waste material shall be disposed of by the Coniraclor off the Ovwaer’s property, at the
Contractor’s expense. The Conlractor shall immediately clean up any spitied material fom Gwner’s property and adiacent roads.

(8} GIFTS; Washington State law prohibits City employees from soliciting, acoepting, or receiving any gifl, gratuity or faver from any person, firm or corporation involved in 2
contract Or fransacton, To ensure compliiance with siate law, the Conisuitant shail not mive a gift of any king to City employees or officials. |

{9) LIENS, CLAIMS AND ENCUMBRANCES: Contractor warrants and represents that ail goods and maierials supplied under this coniract are free and clear of all Hens
claims or encumbrances of any kind,

{10} SAVE HARMLESS: Coniractor shall protect, indemnify and save the Cny of Prosser hammless from and against any darage cost or Hability for any injuries to persens or
propeny arsing from acts or omigsions of Contractor, his employess, agents or suboontraciors, howsoever gaused,

{11} PREVAILING WAGES: Pursuant to ROW Chapter 36,12 and WAC 296-127, the Canipactor shall pay not dess than the provailing rale determnsined by the State of
Washington.  Contracter  shal  pay the wage tafes v cffect  af  the date  of contract  execution.  See  Benton  Counly  rates  at

hitp:/fwwrw. Ini wa.gov/ TradesLicensing/PrevWage/WagcRates/default.asp, A copy of such prevadting rates of per dicin wages shalt be posted by the Contractor st the work site or
jocal office.

The Contractor shall submit the “Statement of Infent” to the State Department of Laber & Ingfustries (1L&I). Upon final neceptance of the work, the Contracior shall submit an

“Affdavit of Wages Paid”.

{12} PERFORMANCE & PAYMENT BOND OR 50% LETTER: Pursvant to RCW Chapter 39.08, the Contractor shail make, execute and deliver to the City o performance
and payment bond for the contract mmount, which bond shall also cover all proved change arders. At the option of the Contractor, e Contractor may request in writing prict to the
commencement of work that, in leu of the performance and payment bond, the City retain 50% of the contract ssmount for 2 peried of 30 calendst deys after e date of final
aceeptance and setifement of any lens filed under RCW Chapter 60,28, whichever is later.

(13) RETAINED PERCENTAGE! in gocordance with RCW Chapter 60.28, for contraets of $2,500 or less, the City mav releass the retained percentage prior fo he expiration
of the sixty-day waiting period if (a) the Contractor has completed all work, (1) the City has made final acceptance of the project and (¢) the Contracior has provided the City with an
“Affidavit 6f Wages Paid”, as provided in {11) herein,

(1) INSURANCE: The Contracior shali defond, indenmity and hold tie City of Prosser and all of ity employees harmless from amy and ali fabifities, claims, damages, costs of
expenses (including reasonuble attomeys” fees) arising from or relating to the work perforned under this Agreement o the extent of the Contracter’s negligenée. The Contractor
waives, with respest to the Oty of Prosser, ifs immunity under industrial insurance, Titke 51 ROW. This waiver has been mutually negotiated by the parties, This indemnification
shall survive the expirgtion or terminstion of this Agreement. Contracior shall secure and maintain, &t its own cost and expense, Comprebensive General Lisbitity and Property
Damage ingarance in the emount of not jess than $1,000,000 for death or injury in any one occurrence and 31,000,080 for property damage in any one cocurrence which provides,
a minimiu, the following coverage:

Premiges and Operation; Hxplosions, Collapse and Undergroand Hazards {Where Applicable); Products/Completed Operations; Contractual Liability; Broad Form Property

Damage; Independent Contracters; and Personal Injury.
Contractor shalf secure and maintain, et {5 own cost und expense, Comprehensive Auto Linbility insurance {n the amount of not lesy than $1,000,000 per ocourrence which provides,
at & minimy the following coverages:

Ownead Vehicles; Non-Owned Vehicles; Hived Vebicles; Property Damage.

This soverage shall be issued from an insurance company authorized to do business in the State of Washington, The City of Prosser shall be named as additional insured on said
insurance in a fortn acceptable to the City Atterney. The Conbractor agrees to repair and rephace ell property of the City and all preperty of others damaged by the Contractor,
Contracter’s employess, subcostractors and agents. It is understoad thet the whole of the work under this contract is o be done at the Contractor's risk and that the Contractor &
famdligr with the conditions of materials, climatic conditons, and other contingencies lkely to affect the work and bas made their bid zccordingly and that the Contractor will assumse
the responsibility and risk of all Joss or damage 1o marwrials or work whick may arise from any cause whatsoever prior to completion..

{15} RONDISCRIMINATION: The City of Prosser provides equal opnortanity to all pereons secking or having aceess to ifs smployment, services, aod activities, The
Contragtor, s assignees, delegates, or subeontracions shall not discrimyinate against any person in the performance of any of ity obligations hereunder on the basis of race, color,
creed, ethnicity, religion, national cuigin, age, sex, marital statag, veteran ar snilitary staius, sexual orientation, or the presence of any disability. Implementation of thig proviston shall
e consigtent with FOW 4960400,

(16) TERMINATION: In the avent of a breach by Contractor of any of the provisions of this contract, the City of Prosser teserves the right to cancel and ferminate this contract
forthwith upon giving writtén notice 1o Contractor at s address lsted on the reverse of this contract, Contractor shall be Hable for dumages suffered by the City resulting from
Contractor's breach of contract,

{17 INDEPENDENT CONTRACTOR: The Contractor’s services shall be furnished by the Contracior as an Independent Contractor awd not as an agent, empliovee or servant
of the City. The Contractor specifically has the right to direct and contro} Contractor’s ewa activities i providing the agreed services in accordance with the specifications set out in
this Cantraet. The Contracior is not entitled to any City benefits, including, but not Himited to: vacation pay, holiday pay, sick leave pay, medical, dental, or other insurance benefiis,
fringe bengfits, or any other rights or privileges afforded to City of Prosser amplioyees, The Contractor shall have and maintain complete responsibility and control over alf of its
subcontractars, empioyees, agants, and representatives. No subcontractor, employee, or representative of the Coawsctor shall e or deem 1o be or act or purport w act ag an employee,
agenl, of represeniative of the Citv. The Coniracter shall assume full responsibility for the paynent of alt payroll taxes, vse, sales, income or other form of tenes, fees, Heenses,
excises, or paviments required by any city, county, federal or stute legislation which is now or may during the term-of this Confrast be enacted as to all persons employed by the
Conivactor and as 1o all duties, activities and reguirements by the Contracter in performmice of the werk on this project and under fhis Contract and shall assume exchusive Hability
therefore, and meet all requirements thereunder pursaant 10 any rules or reguiations. The Contractor agrees to immedistely remove any of ifs emmployees or agents from assignment to
perform services under this Contract upoen receipt of & written request to do from the City’s contract representative or designee.

{183 COMPLIANCE WITH LAWS: The Coniractor shall comply with all applicable federal, state and local laws, rules and regulations in perforsming this Contract.
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DRAFT

Date -
Company name

Contact name &
address

Re: Project Name .

Attached is 2 copy of the contract for this project that has been executed by the City of Prosser.
Please note this is a public work project, Washingfon State prevailing wages are required.

Before work can bogin the documents below must be provide to the City of Prosser
s Certificate of Insurance: Item 13 on the back of the comtract, Provide a current copy of all
insurance information,
¢ 50% Letter OR Performance and Pavment Bond: Hem 12 on the back of the contract. Bond to be
execuied by the successful Contractor and the Contractor’s surety company. '

Before the first payment the below documents must be provided 1o the City of Prosser.

= Intent o Pay Prevailing Wages: Item 10 on the back of the contract. Bven Cwner/Operators are
required by L. & I o provide an Intent to Pay Prevailing Wages.
e  Detailed Invoice

Before final payment the below documents must be provided to the City of Prosser,
e Affidavit of Wapes Paid: Ttem 11 on the back of the contract. Even Owner/Operators are required
by L & I to provide this docoment.
We look forward to working with vou,

Sincerely,

Proiect Manager, Title

Enclosures: Contract, Sample Forns

ce (wio attachments): Finance Department, File
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CITY OF PROSSER, WASHINGTON
PROFESSIONAL SERVICES AGREEMENT

THIS AGREEMENT is made by and betwesn The City of Prosser, a Municipal Corporation,
hereinafter referred to as “City™ and hereinafier referred to as “Contractor”.

RECITALS
WHEREAS, City desires to secure the professional services of Contractor; and

WHEREAS, Contractor represents and warrants that he/she is duly qualified and trained, to
provide professional services; and

WHEREAS, City and Contractor wish to memorialize their Agreement in writing;

NOW THEREFORE, in consideration of the mutual covenamis, conditions and promises
contained hergin, the parties enter indo the following:

AGREEMENT
1.00 ENGAGEMENT. City hereby engages Contractor to provide professional services.

2.00  DURATION OF AGREEMENT. This Agreement shall commence on

3.00 SERVICES. Contractor shall provide professional services including, but not limited to:
Professional Services and knowledge regarding the , and other

necessary services pursuant to the terms and conditions hereinafter described,

4,00 COMPLIANCE WITH LAWS, RULES AND REGULATIONS. Contractor shall comply
fully with all applicable laws, rules and regulations promulgated by the Federal Government and its
agencies, the State of Washington and its agencies, and the Ordinances and policies of City. Contractor

“specifically agrees 10 obtain & City of Prosser business license prior fo beginning work on the contract,

5.00 RENEGOTIATION. In the event federal, state or local government, or agencies thersof,
promulgate laws or rules and regulations which affect the terms and conditions contained herein, this
Agreement shall be immediately subject to renegotiation upon the initiative of either party.

8,00 ADMINISTRATION shall administer this Agreement on behslf of the

City.

7.00  RELATIONSHIP OF PARTIES, The parties intend that an independent contractor
relationship will be created by this Agreement. The City is interested primarily in the resulis 1o be
achieved; subject to paragraphs herein, the implementation of services will lie solely with the discretion
of the Contractor. No agent, employee, servant or representative of the Contractor shall be deemed to be
an employee, servant or representative of the City for any purpose, and the employees of the Contractor
are not entitled to any of the benefits the City provides for its employees except as otherwise expressly
provided herein. Contractor shall be solely responsible for paving all employment taxes, including
income tax, Social Security, Fmployment Security and Labor and Industries and any other such
employment taxes that may arise to Contractor by way of services. Contractor shall defend and hold City
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harrnless from any and all of the above stated taxes or employment assessments. Contracter will be solely
and entirely responsibie for its act and for the acts of any agents, employees, servants, subcontractors or
representatives during the performance of this Agreement. In the performance of the services herein
contemplated the Coniractor is an independent contractor with the awthority to conrol and direct the
performance of the details of the work, however, the resuit of the work contemplated herein must meet
the approval of the City and shall be subject to the City’s general rights of inspection and review to secure
the satisfactorv completion thereof.

be contained elsewhere herein, City agrees to pay Contractor __§ for the above
work. Reimbursable expenses will be approved by Supervisor in advance and will be reimbursed in
accordance with the rates set forth in the City of Prosser's Personnel Policy Manual. Pavment shall not
exceed . If during the course of the Contract, the work rendered does not meet the
requirements set forth in the Contract, the Contractor shail correct or modify the required work to comply
with the requirements of the Contract. The City shall have the right to withhold payment for such work
until it meets the requirements of the Contract. No payment shall be made for any work performed by the
Contracter except for the work identified and set forth in this Contract.

9.00  SUPPLIES, EQUIPMENT, SPACE, AND QWNERSHIP. Subject fo budgetary
considerations and/or constraints, City shall fornish all supplies, equipment and space for Contractor to
provide services under this Agreement. Al finished or unfinished documents and material prepared by
the Contractor with funds paid by the City under this Contract shall become the property of the City and
shall be forwarded 1o the City. Any records, reports, information, data or other documents or materials
given to or prepared or assernbled by the Contractor under this Contract will be kept confidential and
shall not be made available to any individual or organization by the Contractor without prior written
approval of the City or by court order.

10.00 BILLING. Contractor shall submit an invoice which describes all services provided and
provides the amount due to City on a monthly basis on or before the 15 of each month for the prior
month. Receipis will be provided to City for reimbursable expenses such as meals and hotels.

11.00 DISPUTE RESOLUTION : ‘

1181 Any dispute arising from the interpretation or administration of the Agreement
shall first be resolved by a meeting between Contractor and supervisor listed in 6.00. If closure is not
reached at such meeting, the dispute shall be referred to the City Administrator of the City of Prosser.
Upon hearing testimony from both the Contractor and supervisor, within seven (7) days of such hearing,
the City Administrator shail render a written report which shall be final and binding upon Contractor.

1200 TERMINATION/TERM OF THE AGREEMENT

12,01 The term of this agreement shall be for the 2011 calendar year commencing on

o

12.02  FEither party may terminate this Agreement without cause by delivering to the
other fourteen {14) days wriiten notice of such termination.

12.03  City may terminate this Agreement immediately and without prior notice
provided such termination is for cause, “Cause™ shall be defined as: (1) any material breach of an express
provision contained in this Agreement, (2) failure of Contractor 1o perform or provide services as agreed
upon herein or (3) death or disahility of Contractor. In the event of termination for cause, Contractor or
his/her heirs shall be entitled to any sums for which services has been provided prior to such termination.
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13.00 GENERAL PROVISIONS

13,01 WAIVER. Failure by either party af any time o require performance by the other
of any of the provisions hereof shall in no way affect the party’s rights hereunder to enforce the same, nor
shall watver by him of any breach hereof be held to be a waiver of any succeeding breach, nor a waiver of
this non-waiver clause.

13,02 BINDING EFFECT. The covenants, terms and conditions of this Agreement
shail extend to, be binding upon and inure fo the benefit of Contractor and City and to City’s successors
and assigns.

1303 ASSIGNMENT. Nothing contained in this Agreement shall be construed to
permif the assignment by Contractor of any right or obligations hereunder, and such assignment is
expressly prohibited without the prior written approval of City.

13.04 INTERPRETATION. This Agreement shall be interpreted according to, and
enforced under, the Laws of the State of Washington, Venue for any legal action under this Agreement
shall be in Benton County, State of Washington.

13.05 SEVERABILITY. If any one or more of the provisions contained in this
Agreement shail for any reason be held to be invalid, illegal or unenforceable in amy respect, such
circumstances shall not affect any other provision(s) hereof, and this Agrecment shall be construed as if
such provisions had never been contained herein,

1306 AMENDMENTS. This Agreement may be amended only by an instrument
reduced to writing and signed by the parties hereto.

13.07 HOLD HARMLESS AND INDEMNIFICATION. The Contractor shall
mdemnify and hold the City and its agents, employees, and/or officers, harmless from and shall process
and defend at its own expense any and ali claims, demands, suits, at law or equity, actions, penaities, loss,
damages, or costs, ef whatsoever kind or nature, brought against the City arsing out of, or in connection
with, or incident to, the execution of this Agreement and/or the Contractor’s performance or fatlure to
perform any aspect of this Agreement; provided, however, that if such claims are caused by or result from
the concurrent negligence of the City, its agents, employees, and/or officers, this indemmity provisions
shall be valid and enforceable only to the extent of the negligence of the Contractor; and provided further,
that nothing herein shall require the Contractor (¢ hold harmless or defend the City, its agents, emplovees,
and/or officers for damages or loss caused by the City's sole negligence. The Contractor expressly agrees
that the indemmification provided herein constitutes the contractor’s waiver of immunity under Title 51
R.CW., for the purposes of this Agreement. The parties have mutually negotiated this waiver. The
provisions of this section shall survive the expiration or termination of this Agreement.

13.08 NOTICE. All notices, requests, demands and other communications required by
or permitted under this Agreement shall be reduced to writing and deemed t have been duly given when
received by the party to whom directed: Provided however, that notice shall be deemed conclusively
given at the time of its deposit when sent by Certified or Registered mail, Return Receipt Requested, at
the address as set forth below, or such other address as is hereafier designated by either party by written
notice thereof to the other party.

CITY: City of Prosser
At City Clerk
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601 Seventh Street
Prosser, Washington 99350
{509) 786-2332

CONTRACTOR:

13.09 NUMBER, GENDER AND CAPTION. In construing this Agreement, it is
understood that if the context so requires, the singular shall include the plural and the plural the singular.
The masculine and neuter shall include the masculine, feminine and neuter as the context requires. All
captions used herein are intended solety for convenience for reference, shall in no way limit any
provision(s) of this Agreement and are not to be considered in the interpretation of its terms.

. 13.10 CONFLICT OF PROVISIONS. In case of conflict, the more specific provision of
this Agreement shall control.

13.12 ENTIRE AGREEMENT. This document is the entire, [nal and complete
Agreement of the parties pertaining to the engagement of Contractor for professional services and
supercedes and replaces all written and oral agreements heretofore made or existing by and between the
parties insofar as the engagement hereinabove described is concerned.

13,13 DUPLICATE ORIGINALS. At the time of signing this Agreement, the parties
acknowledged that two {2} copies were signed and each shall be treated as a duplicate original,

14.00 NON-DISCRIMINATION. Each party agrees that it shall not discriminate against any
person on the grounds of race, ereed, color, religion, national origin, sex, age, marital status, political
affiliation or belief, sexual orientation as defined in RCW 49.60.040, or the presence of any sensory,
mental or physical handicap in violation of any applicable federal or state law or regulstion and each
party agrees fo be an Eqgual Opportunity Employer.

15.00 TITLE VI. The following provisions apply to all City Contracts subiect to TITLE VIand
the regulations thereunder. During the performance of this contract, the contractor, for itself, its assignees
and successors in interest (hereinafier referred to as the “contractor”) agrees as follows:

15.01 COMPLIANCE WITH REGULATIONS, The contractor shall comply
with the Repulations relative to non-discrimination in federally assisted programs of United States
Department of Transportation (LUSDOT), Title 49, Code of Federal Regulations, part 21, as they may be
amended from time to time, (hereinafier referred to as the Regulations), which are herein incorporated by
reference and made a part of this contract.

15.02 NON-DISCRIMINATION. The contractor, with regard to the work performed
by it during the coniract, shail not discriminate on the grounds of race, color, sex, or national origin in the
selection and retention of sub-contractors, including procurement of materials and leases of equipment,
The contractor shall not participate either directly or indirectly in the discrimination prohibited by Section
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21.5 of the Regulations, including employment practices when the contract covers a program set forth in
Appendix B of the Regulations.

15.63 SOLICITATIONS FOR SUB-CONTRACTS, INCLUDING PROCUREMENT
OF MATERIALS AND EQUIPMENT. In all solicitations either by competitive bidding or negotiations
made by the contractor for work to be performed under a sub-contract, including procurement of materials
or leases of equipment, each potential sub-condractor or supplier shall be notified by the contractor of the
contractor’s obligations wnder this confract and the Regulations relative to non-discrimination on the
grounds of race, color, sex, or national origin,

15.04 INFORMATION AND RIEPORTS. The contractor shall provide all
information and reports required by the Regulations or directives issued pursuant thereto, and shall permit
access to its books, records, aceounts, other sources of information, and its facilities as may be determined
by the City or the appropriate federal agency fo be pertinent to ascerain compliance with such
Regulations, orders and instructions. Where any information required of a contractor is in the exclusive
possession of another who fails or refuses to furnish this information, the contractor shall so certify to the
City, WSDOT or the USDIOT as appropriate, and shall set forth what efforts it has made to obtain the
information.

15.65 SANCTIONS FOR NON-COMPLIANCE. In the event of the contractor’s
non-compiiance with the non-discrimination provisions of this contract, the City shall impose such
contract sanctions as it or the USDOT may determing to be appropriate, including, but not limited to;

¢ Withholding of pavments to the contractor under the contract until the contractor
complies, and/or;

«  Canceliation, termination, or suspension of the contract, in whole or in part

15.06 INCORPORATION OF PROVISIONS. The contractor shall include the
provisions of paragraphs (1) through €5) in every sub-contract, including procurement of materials and
leases of equipment, unless excnipt by the Regulations, or directives issued pursuant thereto, The
contractor shall (ake such action with respect to any sub-contractor or procurement as the City or WSDOT
may direct as a means of enforcing such provisions including sanctions for non-compliance.

Provided, however, that in the event a contractor becomes invoived in, or is threatened
with, litigation with a sub-contractor or supplier as a resuli of such direction, the contracior mey request
WSDOT enter into such litigation to protect the interests of the state and, in addition, the contractor may
request the USDOT enter info such fitigation to protect the interests of the United States.

Signed and dated by the parties as bereinafter described:

CITY: By

MAYOR DATE

ATTEST:

CITY CLERK
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CONTRACTOR:

APPROVED A8 TO FORM:

CITY ATTORNEY

DATE

PRINTED NAME

TITLE
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City of Prosser, Washington
Small Public Works Censtruction Contraect .

This agreement, made in three copies, each of which shall be deemed original, and entered into
as the date hereinafter affixed, by and between the City of Prosser, Washingion, hereinafter
called the Owner, and hercinafter called the Contractor.

Witnesseth:

That in consideration of the terms and conditions coptained herein and attached and made a part
of this Agreement, the parties hereto covenant and agree as follows:

I, The Contractor shall do all work and furnish all tools, materials, and equipment for the
construction of Project No. In accordance
with and as described in the attached proposal and/or plans and specifications for the amount bid,
which are by this reference incorporated herein and image a part hereof, and shall perform any
alterations in or additions 1o the work provided under this contract and every part thereof,

Unless modified by the proposal, work shall start within ten calendar days after execution of this
contract and the issuance of a notice to proceed, and shall be completed in
working calendar days.

If said work is not compieted within the time specified, the Contractor agrees to pay the Owner
the sum specified in Section 1.08.9 of the 2004 WSDOT/APW A Standard Specifications for
each and every working day said work remains uncompleted and after expiration of the specified
time, as lignidated damages.

The Contractor shall provide and bear the expense of all equipment, work and labor of any sort
whatsoever that may be required {or the transfer of materials and for constructing and completing
the work provided for in this confract and every part thereof and shall guarantee said materials
and work for a period of one year after completions of this contract, except as may be modified
by the plans, specifications and/or contracts documents.

11. The City of Prosser, Washington, hereby promises and agrees with the Contractor to retain the
Contractor to provide the materials and to perform the above-described work and to complete
and finish the same according to the attached plans and specifications and the terms and
conditions herein contained and hereby confracts to pay for the same according to the attached
specifications and the schedule of prices bid and heréto attached, at the time and in the manner
and upon the conditions provided for in this contract.

111 The Contractor for himself, and for his heirs, executors, administrators, successors, and
assigns does hereby agree to the full performance of all covenants contained herein.

IV, It is further provided that no liability shall attach to the City of Prosser, Washmgton by
reason of entering into this contract, except as expressly provided herein.

Indemnification. Contractor will indemnify, defend and hold harmless Owner, its agents,
officers and emplovees from and against any and all Hability, expense, including defense costs
and attorney fees, and claims for damages of any nature whatsoever, including but not limited to
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worker’s compensation suits, bodily injury, death, personal injury or property damage arising
from or connected with its operations or services, liability or expense, arising from or connected
with service performed on behalf of Contractor by any personnel pursuant to this Agreement.

Non-discrimipation. Contractor agrees: (a) not to differentiate or discriminate in its provision of
Services to Patients because of race, color, national origin, ancestry, religion, sex. marital status,
sexual orientation or age.

Jeopardy: Severability. Notwithstanding anything to the contrary in this Agreement, if any term,
covenant, condition or provision of this Agreement should be deemed to violate any future
stafute, regulation or ordinance, or be otherwise deemed illegal (coliectively, “Jeopardy Event™,
then the parties shall use their best efforts to meet forthwith and attempt to renegotiate this
Agreement to remove or negate the effect of the Jeopardy Event. If the parties are unable to
renegotiate this Agreement as specified above, such illegal, unenforceable or invalid provisions
or part thereof shall be stricken from this Agreement, and such provision shall not affect the
legality, enforceability or validity of the remainder of this Agreement, except as hereafier
provided. If any provision or part thereof of this Apgreement is stricken in accordance with the
provisions of this Section, then this stricken provision shall be replaced, to the extent possible,
with a legal, enforceable and valid provision that is as similar in economic effect to the stricken
provision as is legally possible. However, if either party reasonably and in good faith determines
that the finding of illegality or unenforceability adversely affects the material consideration for
its performance under this Agreement, then such party may, at its option, by giving written
notice to the other, terminate this Agreement.

_Digpute Resolution.

a. All disputes which in any manner arise out of or relate to this Agreement or the
subiect matter thereof, shall be resolved exclusively by binding arbitration in accordance
with the provisions of this section and the Commercial Arbitration Rules of the American
Arbitration Association. There shall be one arbitrator. If the parties shall fail to select a
mutually acceptable arbitrator within ten (10} days after the demand for arbitration is
mailed, a single arbitrator shall be selected in accordance with the Commercial
Arbitration rules of the American Arbitration Association, The parties shall have the
rights of discovery as provided for by applicable Washingfon law. Arbitration shall take
place in Benton County unless the parties otherwise agree.

b. Notwithstanding the foregoing, because time is of the essence of this Agreement,
the parties specifically reserve the right to seck a judicial temporary restraining order,
preliminary injunction, or other similar short term equitable relief, and grant the arbitrator
the right to make a final determination of the parties’ rights, including whether to make
permanent or dissolve such court order.

Miscellaneous Provisions. ‘
a. All notices, requests, demands or other communications under this Agreement
shall be in writing and shall be deemed to have been duly given on the date of service if
served personally on the party to whom notice is to be given, or on the second day after
mailing if mailed to the party to whom notice is to be given, by first class mail, registered
or certified, postage prepaid, and properly addressed as follows:
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if to Owner;

City of Prosser
601 7 Street

Prosser. Washington 99350

Attention;
Mayor

If to Contractor:

Any party may change their address for purposes of this Section by giving the other party written
notice of the new address in the manner set forth above.

b. This Agreement shall be governed by and construed in accordance with the laws
of the State of Washington.

c. This Agreement (including the Exhibits and any attachments thereto, which are
incorporated herein by this reference) constitutes the entire agreement between the parties
with respect to the subject matter hercof, superseding all prior oral and written
agreements with respect thereto, and no amendment shall be valid unless it is documented
in a written instrument duly executed by the party or parties making such amendment.

d. Nothing in this Agreement shall be construed to confer upon any person, any
remedy or claim as third-party beneficiaries or otherwise.

€. No waiver of any breach of any provision of this Agreement shall be deemed a
waiver of any preceding or succeeding breach. No extension of time for performance of
any obligations or acts shall be deemed an extension of the time for performance of any- -
other obligations or acts.

f. Neither party may assign this Agreement nor any rights hereunder, nor may they
delegate any of the duties to be performed hereunder without the prior written consent of
the other party. This Agreement shall be binding upon, and shall inure to the benefit of,
the parties to it and their respective legal representatives, successors and assigns.

2. The prevailing party in any arbitration or other action arising from this Agreement
shall be awarded attomeys’ fees and costs of all such arbitration or action.

h. Each individual executing this Agreement on behalf of any entity which is a party
to this Agreement represents and warrants that he or she is duly authorized to execute and
deliver this Agreement on behalf of said entify. This Agreement may be signed in
counterparts.
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Appendix K

In witness whereof the parties hereto have caused this agreement to be executed this
day of , 20

City of ?rosscr, Washington

Mayor

Attested:

City Clerk

Contractor

Signature

Printed

Title

Federal Tax ID #

Approved as to form:

City Attomey
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Checllist #1

Checklist #1
Purchases from Vendor list or Purchasing
Roster (state bid): $0 - $14,999

5.1: A purchase order can be prepared in place of a contract for purchases
between $0-57,500

5.2: Purchases which fall between $7,500 and $14,999 must be prepared
on the approved contract form.

5.3: i making purchase using an intergovernmental purchasing contract
(State Bid) attach contract to purchase order.

| Completed
STEP i: Determine purchasing need ‘ ]
1.1: Note estimated scope and nature of the materials and/or equipment
STEP 2: Obtain purchase approval from the Department Head to initiate
purchase, ,
2.5 Note: If estimated cost exceeds $2,500 move to step 3, otherwise M
see step 5.
2.2 [f making a purchase using an intergovernmental purchasing
contract (State Bid) see step 5.
STEP 3: Selicit quotes from at least three (3} vendors from the City’s
approved Vendor Roster.
3.1 Informal quotes are acceptable for purchases between $§2,500 -
$7,500
3.2 Written quotes are required for purchases between $7,500 - ]
$14,999
3.3: Quotes should contain, at a mimimum, the information necessary
to complete the Supplier information on the Written Quote form.
3.4: If there are not 3 vendors available, fewer quotes are OK.
STEP 4: Obtain approval from Department Head and Mayor, or his
designee, for purchase from the lowest responsible quote. =
4.1 All bids can be rejected for good cause by the City Council. If this
happeus, the process riust be restarted.
STEP 5: Enter into contact.

mast inclading:

»  Name of Vendor/Contractor

= Coniractor’s registration number (if applicable)

= Amount of the contract/award

= Brief description of the type of work performed.

= Date the confract was awarded

= Location where the bid quotations for the contract/award is
available for public inspection.

STEP 6: Make purchase from approved Vendor according to accepted M
ferms,
STEP 7: Notify Finance of the awarded contract/purchase. Information

L]
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Checlclist #1

STEP 8: Bid quotes are public record and must be open to public inspection ]
and avatlable to the public by telephone inquiry.
STEP 9 Foliow City procedures for payment for purchased item(s) a
including processing of receipt, packing slip, etc.
a. REQUIREMENT REFERENCE CHART

Bid Format No action: $0 to $2,500
Informal Quotes: $2,500 to $7,500
Written Quotes $7,500 to $14,999
From: Approved Vendor List or Approved
Roster (i.e. State Bid, etc.)

Public Notice Not Reguired

Bid Opening Format N/A

Bid Recording Required

Late Bids Not allowed

Award Procedure Lowest Responsible Bidder

Written Contract Required

Small Works Process N/A

Bid Bond N/A

Performance Bond N/A

59 Retainage N/A

[ Maintenance Guaranty Not Required (récommended when no

warranty)

Prevailing Wage Affidavit N/A

Intent to Pay Prevailing Wage N/A
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Checklist #2

Checklist #2
Purchase of Electronic Data Processing
and Telecommunications Systems

Completed
STEP 1: Determine purchasing need. , .
1.1: Prepare Request for Proposal (RFP). RFP must include:
*  Estimated scope and nature needed equipment and/or N
gystem,
o Identify significant evaluation factors and their relative
importance. Price may be one of the factoss.
STEP 2: Obtain approval from the Council to initiate REP process. L]
STEP 3: Determine “Qualified Sources” [ ]
STEP 4: Submit RFP to Qualified Sources
4.1: RFP shall be submitted to an adequate number of qualified sources M
to permit reasonable competition for the procurement process,
“Adeguate number of qualified sources™ is at the City’s discretion,
STEP 5; Publish advertisement notice in newspaper(s).
5.1 Prosser Record Bulleting ]
s Should be published a once a2 week for at least two weeks.
STEP 6: RFP Evaluation Process |
6.1 Develop RFP evaluation criteria for technical evaluation of the
proposals received.
6.2: Put together RFP Evaluation Team
6.3: Distribute REPs and Evaluation Criteria to Team Members.
6.4: Compile Evaluation Results L
6.5 Interview respondents if desired
= Award shall be made to the qualified bidder whose :
proposal is “most advantageous™ to the City with price and
other factors considered.
6.6: Make award recommendation to City Council
STEP7: Negotiate final pricing and contract document language with N
selected vendor if appropriate.
STEP 8: Obtain approval from Council for purchase.
8.1 Any and all proposals can be rejected for good cause by the City ]

Council

TEP 9

Make purchase from approved Vendor according to accepted
torms.

STEP 10:

Follow City’s procedures for payment for purchased item(s)
including processing of receipt, packing shin, ete.

STEP

Make final preparations on two {2) original contract documents for
execution,

STEP 1¢:

Obtain City Councii Authorization to award contract

STEP 11:

Send “Notice of Award” to selected Vendor, Notice of Award
shall inciuding:
= Two (2) complete contract documents for signature. These
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Checklist #2

documents must be returned to City Clerk .
® Requirement for contractor to provide all insurance
information.
NOTE: Keep copy of original bid and contract document in
project file.

STEP 12: Enter into contact.
Contracts which exceed $25,000 must be approved by the City
Council. : [
Both parties (Vendor & City) sign both original contract 1
documents. One executed copy is returned to the Veador, One :
executed copy is kept in the Clerk’s Files.

STEP 13: Issue “Notice 1o Proceed”.

nn

STEP 14: Schedule Pre-Construction meeting with Vendor if applicable,

STEP 15 Review the project file for completeness. The file must contain, at
' a minimwm, the following:

e Advertisement

*  Payments for Advertisement

& Addendums and associated correspondence related to
addendums
Bid opening Bid Tab Sheets M
All bids received
Engineers recommendation and certified bid tab
Council “Authorization to Award” memo
Award Letter '
Council “Authorization for Contract Execution™ and
“Notice to Proceed”
s Bid Bond return jetters.

STEP 16: Follow City procedures and confract requirements for pavment for ]
the confract services.

REGQUIREMENT REFERENCE CHART

Bid Format Competifive Bid or
Competitive Negotiation

Public Notice Required

Bid Opening Format N/A

Bid Recording Required

Late Bids i Not allowed

Award Procedure Most advantageous, qualified bidder

Written Contract Reguired

Small Works Process N/A

Bid Bond _ Optional

Performance Bond Optional

5% Retainage Required

Maintenance Guaranty Recommended

Prevailing Wage Affidavit Required when Public Work part of

. ) contract -

Intent to Pay Prevailing Wage Required when Public Work part of
contract
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Checklist #3

Small Works Check List ($7,500 - $300,000)

Admin Policy 004-6.3.10

Completed

STEP 1: Prepare contract bid documents. This may include:
1.1: Sample Smali Works Contract
1.2: Plans L]
1.3: Specification
1.4: Bid Schedule
STEP 2: Determine Cost Estimate for Project
STEP 3: Obtain concurrence of cost estimate and note in file
STEP 4: Solicit at least three written bids from contractors from the City’s M
approved Small Works Roster.
STEP 5: Review Bids and make recommendation to Mayor, or kis
.designee, to enter into contract with the “lowest responsible ]
bidder”.
STEP 6: Mazke final preparations on two (2) original contract documents for ]
execution,
STEP 7: Enter into contact,
All contracts which exceed $25,000 must be approved by the City
Council
Contracts under $25,000 which are budgeted for can be ]
administratively approved by the Mayor or his designee.
Both parties (contractor & City) sign both original contract
documents. One executed copy is returned to the contractor, One
executed copy is kept by the City Clerk
STEP 8: Schedule Pre-Construction meeting with Contractor, L]
STEP 9: Obtain Insurance documents and Bonds as appropriate. L]
STEP 10: Issue Contractor “Notice to Proceed” m
STEP 11:  Notify Finance of the awarded contract/purchase, Information -
must including:
¥ Name of Vendor/Contractor
¢ Confractor’s registration number (if applicable}
= Amount of the contract/award e
= Brief description of the type of work performed.
*=  Date the contract was awarded
= [ocation where the bid quotations for the contract/award is
available for public inspection.
STEP 12: Bid quotes are public record and must be open to public inspection
and available to the public by telephone inguiry. If the Limited u
Works procedure is used, bid quotes must also be made available
by electronic request.
STEP 13: Follow City procedures and contract requirements for payment for

the contract services.

85




2. REQUIREMENT REFERENCE CHART

16.3.10 Small Works Roster Limited Works

>$35,000 and <$300,000 >$20,000 and <835,000

Bid Format Quotes: written, telephone, or | Quotes: written or
electronic electronic

Public Notice May be required Not Required

Bid Opening Format N/A N/A

Bid Recording Required Required

Late Bids Not Allowed Not allowed

Award Procedure Lowest Responsible Bidder | Lowest Responsible Bidder

Written Contract Required Required

Limited Works Process Allowed for project <§35,0600 | N/A

Bid Bond Required — 5% Not Required

Performance Bond Required May be waived

{appendix G)
5% Retainage Required May be waived
{appendix G}

Maintenance Guaranty Optional (Recommended for Optional (Recommended
equipment and system for equipment and system
purchases) purchases)

Prevailing Wage Affidavit Required Required

Intent to Pay Prevailing Wage | Required Required
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Checklist #4

Small Purchases and Work (Public Works): $2,500 - $7,500
No contract (but PO) is required for this size of purchase or project,

Completed

STEP 1:

- Determine purchasing need and document need including specifics

on Telephone Quote Form (See Form in Appendix H)

]

STEP 2:

Obtain purchase approval from the Department Head or
Supervisor with purchase anthority to initiate purchase.

[

STEP 3:

Is this a purchase of materials(s), equipment, ot supplies(s); or for
work to be done?

ALL work performed by an outside contractor must comply with
the Prevailing Wage requirements.

STEY 4:

Determine purchasing method.

WORK: When obtaining quotes/bids/confirmation of pricing for
work to be performed, you must inform the Vendor/Contractor
(verbally or in writing) that this is a prevailing wage project 4s this
may affect bid pricing.

Alternate .1:_

Is item to be purchased, or work to be done, available under a

contract already estabhshed betwecn ﬂw Dmtmct and a spec1ﬁc
vendor?
If ves, continue following A]Temate: } Steps If o, sl\lp to next
alternate,

1L Note Contract Number on Te}ephone Quote Form.

1.2: Obtain verbal confirmation of purchase price or job cost and note
confirmation mformation on Telephone Quote Form. Also note
guoted purchase price on Form.

1.3: Obtain approval from Department Head (or Supervisor if

appropriaie) to make purchase from this process.

~Alternate 2

Is the item to be purchased, or work to be done, available from a
Vendor/Contractor authorized under state contract?

- If yes, continue following Altcmate 2 steps. If no, sk1p to next

alternate.

2.1:

Note State Contract Nuthber on Telephone Quote Form.

c 2.2

Obtain verbal, written, ot electronic {on-line pricing acceptable)
confirmation of purch ase price from authorized vendor/contr: actor

_ under State Contract. Note quoted purchase price(s) on Form.

" Obtainapproval from Department Head (or Supervisor if ‘
appropriate) to make purchase from this process. If more than one =
. .quote was obtained, make purchase recommendation.

olopg o oo o

Alternate 3;

Is the item to be purchased, or work o be done, available from a
Vendor on the City’s approved vendor list or a contractor on the
Small Works Roster?

If yes, continue following Alternate 3 steps. If no, skip to next
alternate.

L

3.1

Complete top portion of the Telephone Quote form.
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~ Solicit verbal quotes from a minimum of 3 vendors/contractors

_.: .- from the appropriate approved hst ‘Quotes should contain, at a .
. minimum, the information necessary fo comple‘te the Suppher

- information on the Telephone Quote form Complete form SR
information from quotes.

“Obtain approval from appropriate Department Head (or Supervisor |

if appropriate) for purchase from the lowest responsible quote.

REYS

-+ Enter into contract, if requared If not required, skip this step,
* .. The mayor, or his demgnee is authonzed fo a&mmxsimtwely enter ‘
" into contacts of this size.” :

: Alt@ma-te 4:

If no Alernates above apply, make ﬂ]t. purchase or hzre 1he worl-.
using the following steps.

4.1

Complete top portion of the Telephone Quote f{)rm

4.2

Solicit verbal quotes from a minimum of 3 vendors/contractors
that supply the item(s) or perform work required. Quotes should
contain, at a minimum, the information necessary to complete the-
Supplier information on the Telephone Quote form. Compiete
form information from quotes.

4.3,

Obtain approval from appropriate Department Head (or Supen:sor

if appropriate) for purchase from the fowest responsible quote.
Give priority to local vendors whenever feasible.

O

4.4

. Enter info contract, if required. 1f not required, skip this step.

The mayor, or his designee, is authorized to administratively enter-

‘mto contacts of this size. When the contract is for work, the

contract must contain prevailing wage language.

“STEP 5:

WORK: Skip to Step 7

Material(s), Equipment, Supplies

Make purchase from approved Vendor according to accepted
terms,

STEP 6:

Faoliow City procedures for payment for purchased item(s)
including processing of receipt, packing slip, etc.
DONE

L]

STEP 7:

Obtain a “Statement of Intent to Pay Prevailing Wages” that has
heen approved by the Department of Labor & Industries, Industrial
Statistician. This should be provided by the Contractor and can
also be found on the L&I Web Site.

STEP &:

Hire selected contractor according to accepted terms.

STEP 9:

When job is finished, obtain an “Affidavit of Wages Paid” that has
been approved by the Department of Labor & Industries, Industrial
Statistician.

STEP 10:

Follow City procedures for payment for work completed.

1 O [ Ol

88




REQUIREMENT REFERENCE CHART

$2,500-87,500
Section 6.3.10.4

Bid Format Phone or Electronic Quotes
Public Notice N/A

' Bid Opening Format N/A
Bid Recording N/A

| Late Bids N/A
Award Procedure N/A
Written Contract Required (Purchase Order)
Small Works Process Allowed
Bid Bond Not Required
Performance Bond Not Required
5% Retainage Not Required
Maintenance Guaranty N/A
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Checklist #5
Small Purchases and Work (Public Works): $0 - $2.500

Completed
STEP 1: Determine purchasing need, [ ]
STEP 2: Obtain purchase approval from the Department Head or M
Supervisor with purchase authority to initiate purchase.
STEP 3 Is this a purchase of materiais(s), equipment, or supplies(s}; or for

work to be done? ;
WORK: ALL work performed by an outside coniractor must
comply with the Prevailing Wage requirements. When obtaining L]
guotes/bids/confirmation of pricing for work to be performed, you
must inform the Vendor/Contractor (verbally or in writing) that

this is a prevailing wage project as this may affect bid pricing,

STEP 4: Identify/Locate Vendor.
Vendors for items to be purchased or work to be done should be
selected based on the following priority:
& Available under a contract aiready established between
the City and a specific vendor.
« Available from a Vendor/Contractor authorized vnder
state contract?
¢ Available from a Vendor on the City’s approved
vendor list or a contractor on the Small Works Roster
e (Other vendor offering product or work.

STEP 5: Purchase Item or schedule work.
e  $0- 82,500 ~ no additional action necessary skip to step 6 1

STEP 6: WORK: Skip to Step 6
Follow City procedures for payment for purchased item(s)
including processing of receipt, packing slip, etc.
PURCHASE PROCEDURE COMPLETE

]

STEP 7. Obtain a “Statement of Intent fo Pay Prevailing Wages™ that has
been approved by the Department of Labor & Industries, Industrial
Statistician. This should be provided by the Contractor and can
also be found on the L& Web Site.

BN

STEP 8: Hire selected contractor according to accepted terms.

STEP 9: When job is finished, obtain an “Affidavit of Wages Paid” that has
been approved by the Department of Labor & Industries, Industrial
Statistician,

1 L

STEP 16: Follow City procedures for payment for work completed, |
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REQUIREMENT REFERENCE CHART

$0-52,500

, Section 6.3.10.4
Bid Format - Not Required
Public Notice N/A
Bid Opening Format N/A
Bid Recording N/A
Late Bids N/A
Award Procedure N/A
Written Contract Not Required
Small Works Process Allowed
Bid Bond Not Required
Performance Bond Not Required
5% Retainage Not Required
Maintenance Guaranty N/A
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Checklist #6
Competitive Bidding Checklist
(Work over $300,000)

Reference Policy 6.4

Completed

STEP 1:

Prepare contract bid documents. This may include

*  Remind front desk staff one day in advance: staff shall date
stamp and note Hme of receipt on all submitted bids.
= Minimum of two staff members shall be present at Bid

1.1 Sample Contract
1.2: Plans L]
1.3 Specification
1.4: Bid Schedule
| STEP 2: Determine Cost Estimate for Project |
STEP %; Obtain concurrence of cost estimate and note in file :
STEP 4: Obtain Permits and Right of Way ]
STEP 5: Obtain Board authorization to advertise project for bids L
STEP 6 Publish advertisement notice in newspaper{s}.
®  Prosser Record Bulletin (required) ]
®  Other publication (1.e. Daily Journal of Commerce)
¥  Must advertise at least once a week for two weeks.
STEP 7: Notify front desk when the project has been advertised.
: e Provide bid sef to front desk to be made available for on-
site examination. 3
*  Front desk staff shall date stamp and note time of receip
on all submitied bids. '
STEP 8: Bid Period — During this time, bid documents are distributed,
prospective bidders may submit questions, Pre-Bid meeting may
be held, Bid addendums may be prepared and distributed. u
«  These tasks are generally the responsibility of the
Consulting Engineer/Architect for the project.
=  Prepare Bid Tab Sheet
STEP 9: Hold Bid Opening

Opening. 1
s Disclose only the name of the bidder and the total bid price

for the bid.
= Note bid information on tab sheet during bid opening and

reading of bids.
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STEP 10: Review Bids for accuracy, check qualification information, and
request any required supplemental bidder criteria.
= These tasks are generally the responsibility of Consulting
Engineer/Architect. N
= Obtain letter from Consultant of their award
recommendation and certified bid tabs.
STEP 11: Make final preparations on two (2) original contract documents for ]
’ execution.
STEP 12:  Obtain Board Authorization to award coniract |
STEP 13 Send “Notice of Award™ to selected contractor. Notice of Award
shall including: _
- & Two (2) complete bid docwments {original bid and one
copy) for signature. These documents must be returned to
City Clerk . '
= Two (2) complete contract documents for signature. These M
documents must be returned to City Clerk .
s Requirement for contractor to provide all bonds
»  Requirement for contractor to provide all insurance
information.
NOTE: Keep copy of original bid and contract document in
proiect file.
STEP 14: Enter into contact.
All contracts must be approved by the City Council.
Both parties (contractor & City) sign both original contract ]
documents. One executed copy is returned o the contractor, One
execated copy is kept in the contract files in the vault,
STEP 15: Obtain necessary Prevailing Wage Documentation including u
© “Intént to Pay Prevailing Wages”
STEP 16: Issue Contractor *Notice to Proceed” I
STEP 17: Schedule Pre-Construction meeting with Contractor. [ﬁ
STEP 18:  Retum bid bonds {0 all other bidders. [
STEP 19: Review the project file for completeness. The file must contain, at
a minimum, the following:
*  Council Authorization to Advertise
¥ Advertisement
v Payments for Advertisement
=  Addendums and associated correspondence related to
addendums [
= Bid opening Bid Tab Sheets
«  All bids received
*  FHngineers recommendation and certified bid tab
¢ Council “Authorization to Award” memo
= Award Letter
s Council “Authorization for Contract Execution™ and

93




“Notice 1o Proceed”

#  Rid Bond return letters.

STEP 20: Obtain necessary Prevailing Wage Documentation including N
“Affidavit of Wages Paid”
STEP 21: Follow City procedures and contract requirements for pavment for
the contract services. -
STEP 22: Upon project completion prepare notice of “Project Completion”

and submit to Departiment of Revenue, L&, and emplovment N

security. Retainage can be released once verifications are received

from each agency.

Reqguirement Reference Chart -

Bid Format Written
Public Notice Required
Bid Opening Format Public

Bid Recording Required
Late Bids Not allowed
Award Procedure Lowest Responsible Bidder
Written Contract Required
Small Works Process Not Allowed
Bid Bond 5% Required
Performance Bond Required

5% Retainage Required

Maintenance Guaranty

Optional {Recommended for equipment and

| system purchases)

Prevailing Wage Affidavit 39.12.040(1)

Required

Intent to Pay Prevailing Wage 39.12.040(1)

Required (Must be approved by L&I prior to
submittal to City)

94




Checldist #7
Competitive Bid Checklist

Reference Policy 6.4

(Equipment & Materials over $15,000)

Completed

STEP 1:
1.1
1.2
1.3:

Prepare contract bid documents. This may include
Sample Contract

Specification

Bid Schedule

]

STEP 2;

Determine Cost Estimate for Project

STEP 3:

Obtain concurrence of cost estimate and note in file

STEP 4:

Obtain Counctl authorization to advertise for bids

STEP 5:

Publish advertisement notice in newspaper(s).
e Prosser Record Bulletin
= Advertise at least once a week for tweo weeks.

STEP 6

Notify front desk when the bid request has been advertised.
= Provide bid set to front desk to be made available for on-
site examination. '
= Front desk staff shall date stamp and note time of receipt
on all submitted bids.

| STEP 7.

Bid Period - During this time, bid documents are distributed,
prospective bidders may submit questions, Pre-Bid meeting may
be held, Bid addendums may be prepared and distributed.

®= Prepare Bid Tab Sheet

STEF &:

Hold Bid Opening
#

Remind front desk staff one day in advance: staff shall date

stamp and note time of receipt on all submitted bids,
=« Minimum of two staff members shall be present at Bid
Opening,

» Disclose only the name of the bidder and the total bid price

for the bid,
» Note bid information on tab sheet during bid opening and
reading of bids.

STEP 9:

Review Bids for accuracy and check qualification information
»  Make staff recommendation, prepare memo

L]

STEP 10:

Make final preparations on two {2} original contract docvments for

execution.

STEP i1:

Obtain Council Authorization to award contract

3 0]

STEP 12:

Send “Notice of Award™ to selected contractor. Notice of Award
shall including:

*  Two (2) complete contract documents for signatare. These

documents must be returned to City :

»  Requirement for contractor to provide all bonds

= Requirement for coniractor to provide all insurance
information.
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STEP 13; Enter into contact.

All contracts must be approved by the City Council.
Both parties (contractor & City) sign both original contract [
documents. Onc executed copy is returned to the contractor, One
executed copy is kept in the contract files in the vault,
STEP 14:  Initiate Purchase ' L]
STEP 15: Review the project file for completeness. The file must contain, at
a minimum, the following: :
= Council Authorization to Advertise
& Advertisement
»  Payments for Advertisement
= Addendums and associated correspondence related to
addendums M
= Bid opening Bid Tab Sheets
= All bids received
= Council “Authorization t¢ Award” memo
%  Award Letter
s Council “Authorization for Contract Execution” and
“Notice to Award”
* Bid Bond return letters.
STEP 16: Follow City procedures and contract requirements for payment. L]

Eequirement Reference Chart

Rid Format Written
Public Notice Reguired
Bid Opening Format Public

Bid Recording Required
Late Bids Not allowed
Award Procedure Lowest Responsible Bidder
Written Contract Required
Small Works Process Not Allowed
Bid Bond 5% Required
Performance Bond Reguired

5% Retainage Required

Maintenance Guaranty

Optional (Recommended for equipment and
system purchases)

Prevailing Wage Affidavit 39.12.040(1)

Required

Intent to Pay Prevailing Wage 39.12.040(1)

Required (Must be approved by Lé&! prior to
submittal to City)
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Checklist #8
Professional Services: <$150,000

Completed

STEP 1:

Determine general scope and nature of the project or work for
which services are needed.

[

STEP 2

Obtain City authorization to obtain requested services.

NOTE: If the expenditure was approved in your department budget

and the cost does not exceed $50,000, you do not need to obtain
City Council authorization to obtain the services. Instead, inform
the Council of intent to obtain the services either verbally or in
writing.

O

STEP 3:

Select professional service provider from Professional Services
Roster. Roster maintained by MRSC,

[

STEP 4:

Negotiate Contract for services. Use standard coniract template.
{attachment J} ,

STEP &:

Prepare two (2) original contract documents for execution by
Consultant. '

[

STEP 6:

Obtain two (2) original executed contract documents from the
Consultant and prepare for authorization for Mayor to execute
contracts.

If the contract is not for a budgeted expense or exceeds $50,000
the contract must be approved by the City Council.

If the contract is budgeted for and the expense is $50,000 or less,
the Mayor may execute the coniract.

STEP 7:

Contract executed
One executed copy is returned to the contractor, One executed
copy is kept in the Clerks Files with carrent insurance certificate.

STEP 8:

Initiate Project.

STEP $:

Follow City procedures and contract requirements for pavment.

L]
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REQUIREMENT REFERENCE CHART

! <§$150,600 | >=$150,000
Bid Format Contract Negotiation Reguest for
Qualifications
Public Notice Required (Annually) Required
Bid Opening Format N/A N/A
Bid Recording N/A N/A
Late Bids 5 N/A N/A
Award Procedure Most highly qualified | Most highly qualified
1o provide services to provide services

Written Contract Required Required
Small Works Process N/A N/A

' Bid Bond N/A N/A
Performance Bond N/A N/A
5% Retainage N/A N/A
Maintenance Guaranty N/A N/A
Prevailing Wage Affidavit N/A N/A
Intent to Pay Prevailing Wage N/A N/A
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Checklist #9
Professional Services: >=$150,000

Completed

STEP 1:

Determine general scope and nature of the project or work for
which services are needed.

L]

STEP 2:

Prepare Request for Proposal (RFP)

STEP 3:

Notify Council of intent to advertise for Request for Proposal. A
copy of the City's standard RFP is available, please se

. attachment B, :

L]

STEY 4:

Publish advertisement notice in newspaper(s).
®  Prosser Record Bulletin
¥ Review funding requirements if necessary
®  Publication should be one a week for at least two weeks.

STEP S

Determine Evaluation Criteria and obtain Department Head
approval of criteria.

Ll

STEP 6:

Bvaluate proposals submitted by firms.

STE®P 7.

Shortlist firms based on evaluation criteria for interviews and
conduct interviews

w  Discussions shall be held with one or more firms.

*  Interviews/Discussions should cover: anticipated concepts
and alternative methods of approach for furnishing the
required services.

#*  (Check References

STEP 8:

Make selection recommendation
*  The selected firm should be the firm that 1s deemed fo be
the “most highly qualified to provide the services required
for the proposed project.”

STEP 9:

Obtain Council authorization fo move to contract negotiation with
seiected firm.

STEP 10:

Negotiate Contract for services.

NOTE: Any changes to the City’s standard contract must be approved by the

Department Head and/or City Attorney.

STEP 11

Male tinal preparations on two (2) original contract documents for
execution,

STEP 12:

Enter into contract.

All contracts must be approved by the City Council.

Both parties {contractor & City) sign both original contract
documents: One executed copy is returned o the contractor, One
executed copy is kept in the contract files in Clerk’s Files

99




STEP 13: Initiate Project. L]
STEP 14: Follow City’s procedures and contract requirements for payment. il
REQUIREMENT REFERENCE CHART
[ <§150,000 >=§150,000 §
Bid Format Contract Negotiation Request for
) Qualifications
Public Notice Required (Annually) Required
Bid Opening Format N/A N/A
Bid Recording N/A N/A
Late Bids N/A N/A
Award Procedure . Most highly qualified | Most highly qualified |
. to provide services to provide services
Written Contract Required Required
Smail Works Process N/A N/A
Bid Bond N/A N/A
Performance Bond N/A N/A
5% Retamnage N/A N/A
Maintenance Guaranty N/A N/A
Prevailing Wage Affidavit N/A N/A
Intent to Pay Prevailing Wage N/A N/A
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Checklist #10 :
Personal Services: $0 - $4,999

‘ Completed
STEP 1: Determine general scope and nature of the project or work for ' u
1 which services are needed.
Telephone bids are optional. If used, contact at least 3 firms and
document:
s Requested price ]
= Schedule
s (Jualifications
STEP 3: Select Firm ]
STEP 4: Negotiate Contract for services. ]
STEP 5: Make final preparations on two (2) original contract documents for ]
execution,
STEP 6: Obtain Department Head Authorization to award contract Ll
STEP 7: Send “Notice of Award”™ to selected firm. Notice of Award shall
inchiding: N
= Two (2} complete contract documents for signature. These
; documents must be returned to City Clerk "
STEP §: Enter into contact.
All contracts must be approved by the Mayor or his designee at
this spending level. o
Both parties (contractor & City) sign both original contract
documents. One executed copy is returned o the contractor, One
executed copy is kept in the contract files in the Clerk’s Files
STEP 9: Initiate Project, P
STEP 10; Follow City procedures and contract requirements for payment, [
REQUIREMENT REFERENCE CHART
$1-54,999 $5,000-5%,999 | $10,000 or More
Bid Format Not Required Written Quotes | RFP/RFQ
| Process
Public Notice N/A
Bid Opening Format N/A
Bid Recording N/A
Late Bids CN/A
Award Procedure N/A
Written Contract Required
Small Works Process Allowed
Bid Bond N/A
Performance Bond N/A
5% Retainage N/A
Maintenance Guaranty N/A
Prevailing Wage Affidavit N/A
Intent to Pay Prevailing Wage N/A
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Checklist #11
Personal Services: $5,000 - $9,999

Completed

STEP 1:

Determine general scope and nature of the project or work for
which services are needed. Prepare Request for Qualifications
document including:

»  Description of services required
Project schedule
Request for consultant’s qualifications
Request for costs or fees
Due date for responses
Acceptable method for return of proposal request
documents (i.e. fax, email, regnlar mail)

s B ¥ =m n

STE? 2:

Send Request for Qualifications document to a minimum of three
(3} firms or individuals.
* This may be done via fax, email, or regular mail.

]

STEP 3:

Obtain responses to Request for Qualifications.
»  Responses may be received via fax, email, or regular mail,

]

STEP 4:

Evaluate responses and select Firm
= Project file must document the following:
Names of firms solicited; copy of solicitation document;
copy of bids received; basis for award decision; and
copy of the contract.

STEP S:

Negotiate Contract for services.

STEP 6

Make final preparations on two {2) original contract documents for
execution.

STEP 7.

Obtain Council Authorization to award contract

STEP 8:

Send “Notice of Award” to selected firm. Notice of Award shall
including:
s Two (2) complete contract documents for signature, These
documents must be returned to City Clerk

AN I I

STEP 9;

Enter into contact.

All contracts must be approved by the Mayor or his designee at
this spending Jevel.

Both parties (contractor & City) sign both original contract
documnents. One executed copy is returned to the contractor, One
executed copy is kept in the contract files in the Clerk’s Files

STEP 10:

{nitiate Project.

STEPI1L:

Follow City procedures and contract requirements for payment.

(0]
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2. REQUIREMENT REFERENCE CHART

$1-%4,999 $5,000-$9,999 | $10,000 or More
Bid Format- Not Reguired Written Quotes | RFP/RFQ
» Process
Public Notice N/A
Bid Opening Format N/A
Bid Recording N/A
Late Bids N/A.
Award Procedure N/A
Written Contract Required
Small Works Process Allowed
Bid Bond N/A
1 Performance Bond N/A
5% Retainage N/A
Maintenance Guaranty N/A
Prevailing Wage Affidavit N/A
Intent to Pay Prevailing Wage N/A
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Checklist #12
Personal Services: $10,000 or more

Completed
STEP 1: Formal Competition is reguired: Determine general scope and M
nature of the project or work for which services are needed.
STEP 2: Prepare formal solicitation document. This may be in the form of
Request for Proposals (RFP) or Request for Qualifications/
Quotations (RFQ). The following items should be included:
= Description of services required
» Project schedule
= Request for consultant’s qualifications ]
*  Request for costs or fees
s Due date for responses
* Evaluation process
»  Acceptable method for return of proposal request
documents (i.e. fax, email, regular mail)
STEP 3: Obtain Council authorization to advertise for bids- L]
STEP 4: Publish advertisement notice in newspaper(s).
* Prosser Record Bulletin ]
e Should be posted at least one a week for two weeks.
STEP 5: Issue RFP or RFQ to a minimum of three (3) firms/businesses.
% Alternative: Send notices that opportunity is posted on City’s B
website.
STEP 6: RFP/RFQ process
v Conduct pre-proposal conference if desired
s Provide answers to bidder’s questions ]
*  Notify of any addendums
s Date and time stamp proposals received
STEP 7: Evaluation Process
7.1: Develop evaluation criteria for evaluation of the proposals
received.
7.2: Put together Evaluation Team: Use a minimum of three (3)
evaluators. O]
7.3: Distribute RFP or RF(Q and Evaluation Criteria to Team Members.
7.4: Compile Evaluation Results
7.5: Interview respondents if desired
7.6: Make award recommendation to Council
STEP 8: Select Firm: Notify suecessful and ansuccessful firms, L]
STEP 9. Negotiate Contract for services.
STEP 16: Make final preparations on two {2) original contract documents for | N
execution.
STEP 11: Obtain Department Head Authorization to award contract L]
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"STEP 12:

Send “Notice of Award” fo selected firm. Notice of Award shall
including:
»  Two (2) complete contract documents for signature. These
documents must be returned to City Clerk

STEP 13:

Enter inio contact,

All contracts must be approved by the Council.

Both parties (contractor & City ) sign both original contract
documents. One executed copy is returned to the contractor, One
executed copy is kept in the contract files in the Clerk’s Files

STEF 14:

Initiate Project.

STEP 15:

Follow City procedures and contract requirements for payment.

b. REGUIREMENT REFERENCE CHART

$1-34,999 $5,000-$9,99¢ | $10,000 or More
Bid Format Not Required | Written Quotes | RFP/RFQ
Process

Public Notice N/A

Bid Opening Format N/A

Bid Recording N/A

Late Bids N/A

Award Procedure N/A

Written Contract Reguired

Smail Works Process Allowed

Bid Bond N/A

Performance Bond N/A,

5% Retainage N/A

Maintenance Guaranty N/A

Prevailing Wage Affidavit N/A

Intent to Pay Prevailing Wage N/A
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