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“Back Office Responsibilities ”
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Overview

The responsibilities of the back office include but are not limited to 
administration, legal , federal and state compliance , assurance 
(insurance & bonding) accounting, Invoicing, reporting, state and 
federal tax compliance and payroll.

It is the function of the consultant/contractor/supplier to translate 
the contract into actionable back office responsibilities. 
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Actionable Items

• Term of agreement
• Time of beginning and completion
• Scope of work
• Payment 
• Payment Procedures
• Reimbursables
• Prompt Pay

• Subconsultant payment reporting
• Taxes fees and licenses
• Addresses for notices and 

deliverables
• Social equity Requirements
• Insurance
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Back Office
Term of agreement                              The term of agreement provides a duration, during which the 

scope of work is to be completed. 

Time of beginning and completion   The time when the scope physically begins and ends, similar to 
term but not mutually exclusive.        

Scope of work Body of work which is clearly defined and expected to be 
performed within term. May be an attachment or exhibit.

Payment Contractually agreed upon amount which may be payed as lump 
sum or require Invoicing.

Payment Procedures Details invoicing frequency, to whom and where invoice and 
payment will be dispersed.
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Back Office

Reimbursables Items which may be used within the scope of work which the City will 
reimburse the consultant should the agreement specify.

Prompt Pay Ensures consultant will be payed within 30 days upon receipt of invoice. 
Additionally, consultant is required to pay subconsultant within 30 days of 
completed service.

Sub Reporting Subconsultant payment reporting is required through the B2GNow system.

Taxes fees and licenses The consultant is responsible for all taxes, fees and licenses necessary to 
perform scope.
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Back Office
Addresses for notices/deliverables Specifies location where all delivered items must be sent. May be in 

attachment or exhibit. 

Social equity Requirements Includes Non-discrimination, WMBE Inclusion plan submitted in proposal 
and Paid Sick Time and Safe Time Ordinance. 

Insurance Insurance certification and additional insured endorsement policy must be 
submitted to the city.
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Payment & Term
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Accounting

Pay Roll Employees are paid weekly or every 2 weeks.
adhere to state and federal tax compliance,  pay 
wage compliance. Minimum wage calculator.
prevailing wage: https://secure.lni.wa.gov/wagelookup/

Taxes/fees
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Legal

Federal Compliance Fair Labor Standards Act (FLSA), IRS, COBRA, etc.
https://www.dol.gov/

State and Local 
Compliance
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Insurance

Insurance requirements vary greatly over City of Seattle contractual  
agreements, be sure to verify.
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Bonding

Surety may be required or optional. 
Ensure bid does not exceed  per-job 
and total bond limitations.



“Invoicing Check List”
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Locating the Address

Finding the proper address to invoice 
may be difficult. This particular instruction 
and list was found in additional notes. 
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Billing Within Term and Fund

A year long contract for usage in the 
amount of $148,000 requires services to 
be rendered and invoicing up to $148,000 
within the term of contract. 
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Approved Rate 

Approved rates are attached to 
purchase order and blanket contracts. 
When  bidding, approved bid acts as 
approved rate sheet. 



“B2G Now”
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B2GNow

• In 2016, B2GNow was implemented for consultant contracts, replacing the Contractor 
Information Database website. 

• Since January 2016, all contracts executed over $289,000 had a WMBE inclusion plan. 

• B2GNow provides more sophisticated tracking of subconsultant expenditures. 

• The intent of B2GNow is to monitor WMBE utilization at the sub-consultant level
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Flow

Payment tracking 
from owner to 
prime on to 
multiple levels of 
subs.
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Management

Tracks WMBE 
goals as payments 
are dispersed.
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Sub List

10 tier sub list 
tracks certification
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Documents

All documents can be 
managed within 
system
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Audit

Tracks WMBE goals 
in comparison to 
payment dispersal



Questions and Answers



For More Information About the TAS Program Please Contact
Zavere Weeks

zweeks@nwmmsdc.org
(253)243-6964
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