= DELIVER
- VALUE IN

. N
INNOVATION q I'\ Seattle

City of Seattle
Technical Assistance Services (TAS)

What are the Backoffice Responsibilities you
are Accountable for?



Topics of Discussion

- Back Oittice Responsibilities
- Invoicing Check List
- B2ZGNow

- Questions & Answers




“Back Office Responsibilities




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 ltems

* Term of agreement

* Time of beginning and completion
e 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

Time of beginning and completion

Scope of work

Payment

Payment Procedures
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The term of agreement provides a duration, during which the
scope of work is to be completed.

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

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

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

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

Reimbursables ltems 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

6. PAYMENT AND REIMBURSEMENT.

The Consultant shall be compensated an hourly rate of $ 150.00/hour not to exceed $322,000.00. The
parties agree that the rate includes all direct, indirect, and overhead costs, including travel and living
expenses, incurred by the Consultant in performance of the Services. Consultant agrees that there is no
guarantee of a minimum amount of work or payment under this Agreement.

6.1 PAYMENT PROCEDURES.
Payment will be made within 30 days of acceptance of the deliverable(s) by the City’s Project Manager
and receipt of a correct invoice and Invoice Cover Sheet (Exhibit A).

The Consultant shall include the Agreement Number and name of City's Project Manager on Invoice.
Furthermore, the Consultant must complete and attach the Invoice Coversheet for each Invoice.
Submittals with incomplete Invoice and/or Coversheet will not be processed for payment.

Department of Information Technology
Accounts Payable Unit

PO Box 94709

Seattle, WA 98124-4709

Attn: AP Section

itd ap@seattle.gov

1. TERM OF AGREEMENT.
The term of this Agreement begins when fully executed by all parties and ends on May 1, 2021 unless
amended by written agreement or terminated earlier under termination provisions.

2 TIME OF BEGINNING AND COMPLETION.

The Consultant shall begin the work outlined in Attachment A - “Scope of Work” (“Work”) upon receipt of
written notice to proceed from the City. The City will acknowledge in writing when the Work is complete.
Time limits established under this Agreement shall not be extended because of delays for which the
Consultant is responsible, but may be extended by the City, in writing, for the City’s convenience or
conditions beyond the Consultant’s control.

g s
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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.Ini.wa.gov/wagelookup/

Taxes/fees
10. TAXES, FEES AND LICENSES
Consultant shall obtain and pay all federal, state and local licenses required for the services rendered
under this Agreement. Consultant shall pay all taxes arising out of or connected with the service
described herein, and otherwise fulfill all statutory fiscal obligations required by law.
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Legal

Federal Compliance

State and Local

Compliance

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

Paid Sick Time and Safe Time Ordinance: The Consultant shall be aware that the City has a Paid Sick
Time and Safe Time ordinance that requires companies to provide employees who work more than 240
hours within a year inside Seattle, with accrued paid sick and paid safe time for use when an employee or
a family member needs time off from work due to iliness or a critical safety issue. The ordinance applies
to employers, regardless of where they are located, with more than four full-time equivalent employees.
This is in addition and additive to benefits a worker receives under prevailing wages per WAC 296-127-
014(4). City contract specialists may audit payroll records or interview workers as needed to ensure
compliance to the ordinance. Please see hitp://www.seattle.gov/laborstandards, or you may call the
Office of Labor Standards at 206-684-4500.
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Insurance

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

8. INSURANCE

Insurance certification is not required. However, the Consultant agrees that it will maintain premises
operations and vehicle liability insurance in force with coverages and limits of liability typically maintained
by consultants performing work of a scope and nature like that called for under this Agreement, but in no
event, less than the coverages and/or limits required by Washington state law. Such insurance shall
include “The City of Seattle” as an additional insured for primary and non-contributory limits of liability.
Workers compensation insurance shall also be maintained if required by Washington state law.
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Bonding

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

@ City of Seattle, Department of Finance and Administrative Services

Purchasing & Contracting Services Division

Revised 06/05/08
Bond No. 023040367

PAYMENT AND PERFORMANCE BOND
THE CITY OF SEATTLE

We, Maroni Construction Inc.

{Insert full legal name of Vendor / Contractor]
The Ohio Casualty Insurance Company
a__New Hampshire corporation
[Insert legal name of Surely and its state of incorporation]
authorized to transact surety business in the State of Washington, ("Surety”), are held and firmly bound unto The City of
Seal.tlg (“City"), as Obligee, in an amount equal to the total comp tion and 1 payable to Principal
for satisfactory completion of Principal's work under Gontract No. 2017-024 Principal and City,

(“Principal”), and

which total is initially Eighty Five Thousand Two Hundred Sixty Five and 66/100ths Dollars
($.85,265.66 ), lawful money of the United States of America, for the payment of which sum Principal and Surety bind

themselves, their heirs, legal representatives, successors and assigns, jointly and severally, firmly by these present i

contract (hereinafter referred to as "the Contract”) is for CEDAR FALLS F‘O\XfERﬁOUSE T AERGD. Tl

SERVICE AREA ASPHALT PAVEMENT REMOVAL AND REPLACEMENT andis

!r':\adet apart hdereof by U;Js refference, The Contract includes the original agreement as well as all documents attached
ereto or made a part thereof and all addenda, amendments, change orders, and any other decument i

or deleting from said Contract any portion thereof. % Y R

This Bond is executed in accordance with the laws of the State of Washin i ji i

: ord gton and is subject to all provisions thereof and the
Charter and ordinances of City insofar as they are not in conflict therewith, and is entered into for the use and benefit of City,
and all laborers, rq\echanx;s‘ subcontractors, and materiaimen, and all persons who supply such person or persons, or
subcontractors, with provisions or supplies for the carrying on of the work covered by the Contract

Section A:

D
B

O

Contractor elects to submit a bond in lieu of retained funds.

Contractor hereby elects to have the retained percentage of this Contract held in a non-interest
bearing fund by The City of Seattle until sixty (60) days following the Completion Date.

Contractor hereby elects to have The City of Seattle invest the retained percentage of the
Contract from time to time as such retained percentage accrues and in accordance with RCW
60.28.011, .021 and .051. Contractor hereby designates:

Name of Financial Institution

Street Address, City, State, Zip Code

City, State, Zip Code of Financial Institution

as the repository for the escrow of said funds. Contractor hereby further agrees to be fully
responsible for payment of all costs or fees incurred as a result of placing said retained percentage
in escrow and investing it as authorized by statute. The City of Seattle shall not be liable in any way
for any cost or fees in connection therewith.

Option B (Contracts awarded for less than $150,000):

O

Contractor elects to have 10% of the contract value in lieu of Payment & Performance
Bond & retainage in accordance with RCW 39.08.010. Select option below:

C] Contractor hereby elects to have the retained percentage of this Contract held in a non-
interest bearing fund by The City of Seattle until sixty (60) days following the Completion
Date.

C] Contractor hereby elects to have The City of Seattle invest the retained percentage of
the Contract from time to time as such retained percentage accrues and in accordance
with RCW 60.28.011, .021 and .051. Contractor hereby designates:
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“Invoicing Check List”
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Invoice Review Checklist

The City intends to pay you promptly. Below is a checklist to ensure your payment will be processed
quickly. Provide this to the best person in your company for ensuring invoice quality control.

D Send the invoices to the correct address:

City Department Address/Invoice Recipient:
Validate that the time period for services performed is within the Contract Begin Date and
Contract End Date.

Ensure invoice items have not been previously billed or paid, given the time period for which
services were performed.

Ensure enough money remains on the contract (including amendments), to pay the invoice.
Ensure the Labor Rates match the most current approved rate sheet.

Ensure the Overhead Rate and Fee used in calculating personnel costs match the most current
approved rate sheet.

Ensure the Direct Charges on the invoice are allowable by contract.
Eliminate unallowable costs (e.g. Traveling Business or First Class, Alcoholic Beverages, etc)

Verify that personnel named are explicitly allowed for within the contract or most current
approved rate sheet.

Ensure WMBE utilization is provided to the City and/or entered into the City on-line system.
Check the math.

Ensure back-up documentation is adequate and complete.

Verify invoice number and make sure it is not a duplicate or previously submitted. Duplicate

invoices will confuse and delay your payment. Contact the City if you think a duplicate invoice is
needed, before you send one.

OO 00 O OO OoOoo o @&

Definitions

e Services: Deliverables or work performed by the consultant including analysis, advice,
recommendations, report preparation, design development, and other specialized services.

* Direct Charges: Non-Salary expenses that are necessary and directly applicable to the work required
by the contract, for example, Travel & Per Diem, Reproduction Expenses, Office Supplies, and Sub-
consultants, and other reimbursables.

* Contract End Date: The date the contract expires. Consultants may not work after this date.
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Locating the Address

((” Finding the proper address to invoice
City of Seattle

Department of Finance and Administrative Services b d .ff. | Th 1 1 I 1 1
City Purchasing & Contracting Services Division moy e I ICU 1.' Is po rhCU G r InStrUCtlon
CITY OF SEATTLE INVOICE ADDRESS GUIDE Revised: May 15, 2017 (]nd Ilsf wdas found N Cldd IflonCII nofes.
NOTE: Please send INVOICES to Mailing Address of Accounts Pavable Section of the Ordering Department.
DEPARTMENT ACCOUNTS ACCOUNTS PAYABLE EMAIL PHONE/FAX
PAYABLE MAILING ADDRESS Il.  CHANGE ORDER DESCRIPTION
o ____CONTACT n/a
Arts & Cultural Affairs, Office of Sheila Moss Fs’ga:;xv?rf;g‘ . sheila moss@@seattie gov gggégg;?;g rg:ne . CONTRACT HISTORY
City Auditor, Office of Rhonda Lyon PO Box 94729 rhonda lyon@seattie gov 206-733-9236 Phone Contract Action Description of Contract Action | Contract Term Dates/Comments
SR e ?gag;\&.::sﬁﬂuns ey S Contract Execution Contract Execution Initial Term 08/24/2018 -
o sa Shelton : 206-684- one - %

Seattle, WA 98124-6986 206-584-3855 Fax 08/24/2023 with two 2-year
Civil Rights, Seattle Office for Latrice Ybarra 810 37 Avenue, Suite 750 ice ybart 206-684-4539 Phone extensions allowed.

Seattle, WA 98104-1627 206-684-0332 Fax
E ic Devel t, Office of i PO Box 94708 Suching Luugdiseattie gov 206-684-7391 Phane

Suctiing Luu Seallle. WA 98124-4708 206-684-0379 Fax IV.  ADDITIONAL NOTES

Ethics & Elections Gommission [ Jhileah Jackson :Sagg!\;s;:zsga — dhileah Jackson@seattie gov ggggg:g;g lf:';’"e Orders must be placed by the authorized City of Seattle Department Representative. Invoices must be
Finance & Administrative Catherine Pang PG Box 94669 Catherine Pana@seatlic gov 206-684-0333 Phone mailed in duplicate to the CITY OF SEATTLE, Accounts Payable, per attached list. Each invoice must
Services, Dept. of Seattle, WA 98124-4669 —— __| 206-684-0506 Fax indicate Contract #000000000004566.
Fire Department Sheila Kelly 3012 2™ Avenue South Shetlam kely@scatlie gov 206-386-1461 Phone

Sealtle, WA 98104-2618 206-233-2755 Fax
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Billing Within Term and Fund

. The City estimates annual usage of $148,000. Bidder shall publish all City of Seattle co
A yea r I on g Cco nt ra Ct fO I usa ge N t h e request fromiJanuary 1, 2017 to December 31, 2017 per the specification for City's ofﬁci?asff
. . newspaper.
amount Of $148’OOO req uires services to A bidder may submit a bid for one, two, or all three of the column widths below. In evaluating bids to

determine the lowest and best bidder, the city will use the following formula for purposes of comparison:

be ren d e r.ed an d invoici ng u p to $148’OOO A._The price per single column inch for a bid based on a 1-1/4 inch column width shall be increased

20%. This percentage represents the ratio of column inches in a 1-1/4 inch column compared to a
1-1/2 inch column.

Wi t h N th e te rm Of Cco nt ra Ct . B.  (The price per single column inch for a bid based on a 1-1/2 inch column width shall be evaluated as

submitted without adjustment.

C. The pricq per single column inch for bid based on a 1-3/4 inch column width shall be decreased
20%. This percentage represents the ratio of column inches in a 1-3/4 inch column compared to a
1-1/2 inch column.

3. Term: Any term specified in the solicitation or specification shall prevail. Should this be a one-time purchase, the Contract shall
commence on the date the City's Buyer signs the same and shall expire sixty (60) days after delivery and acceptance of last item. If a
Contract award, this contract shall be for the term specified in the solicitation, and if not specified shall be five years, with one two-year
extension allowed at the option of the City. Such extensions shall be automatic, and shall go into effect without written confirmation,
unless the City provides advance notice of the intention to not renew. The Contractor may provide also provide a notice to not extend,
but must provide such notice at least 45 days prior to the otherwise automatic renewal date.
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Approved Rate

Vendor Contract #3058 A d h d
Change Order #1 pproved rates are atfached to

City of Seattle Compost Rate: Effective 2.1.16 Contract h d d b I k

o purchase order and blanket contracts.

Rate / Special Pick
Weekly Can/CartService pickup: Up Wh b | d d i d b I d
St - en bidaing, approved bid acts as
1 pickups/week/container [$ 545] Food Waste $  65.00 d h
48 Gallon Cart e - approved rate sheet.
1 pickups/week/container I $ 7.60 | Wood Waste $ 35.00
64 Gallon Cart
1 pickups/week/container [$ 1060 | BID OFFER FORM (Tab 2 of 3)
96 Gallon Cart ITB # ITD 4524
1 pickups/week/container I $ 1245 | | Title: PC Hardware, Peripherals, Supplies and Accessories
1 Cu. Yd. Uncompacted Freight and delivery is to be included in the cost of each individual item

. & Item Product Description U/M | Qty | % Discount off Unit Price Estended Price (Excluding
1 pickups/week/container [$ 2400] | " Manufactur List Price |(MANDATORY) Sales Tax)
2 Cu. Yd. Uncompacted (Mandatory)
1 pickups/week/container | $  40.40 | | 1 Systems Microsoft Surface Pro - Tablet with ea 10 [5% S 1,519.05 |$ 15,190.50
3 Cu. Yd. Uncompacted power supply FKG-00001
1 pickups/week/container I $ 55.00 | I
4 Cu. Yd. Uncompacted System Subtotal S 15,190.50
1 pickups/week/container | $  70.45 ] | 2 Memory Kingston 8GB DDR4 2400MHz - ea 5 |34% S 91.94 | 5 459.70
KCP424558/8
6 Cu. Yd. Uncompacted Kingston 8GB DDR4 2400MHz - ea | 10 [34% S 9121 (% 912.10
|2 pickups/week/container s s7.05] B KCP424NSB/8
Kingston 8GB DDR3L 1600MHz - ea 5 139% S 7200 |S 360.00
|# cu. Yd. Uncompacted KCP3L16SD8/8
|2 pickups/weel/container [$ 13220 |
£
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“B2G Now”




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.

"
.{ Northwest
Mountain
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Automated Compliance Audit Process

—— Prime notified

101010111
101010101 i
010110101

Staff oversee entire process P
ubcontrac
Reduces staff administrative notified by email/fax

effort by 70%-80%

Subcontractor confirms
rejects payment data
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quagement Contract Management
Contract Management  Help 8 Tools ¢ |

Main | View | Setings | Sues | Docs | Change Orsens & Task Orders | s | Commenss | Mestages | Goseont |
Compitance Audt List | Compiance Aust Summary | Compiance Auat FY | Master Aute Summary | twoces | Revews | St ot | Repors |

Tracks WMBE e L S T 4
goals as payments
are dispersed. e B commocroncome

Awmd/Start Date Ll =t .l

(Projected) End Date 122200
Contract Value $18,399,255.50

Contract Status & Actions

Status Actorn Detal
Cortract Status Open Yiew Contract Edit Contracs Close Ons
P - Aggroved
e Charge Secondary Siates 1o
UP - Approved v
Crunge Comgliance Officer 1o
Rodney Ross ol
Change Secondary Complance Oficer 1o
Lynne Corna-Chemosky *

Manage Subcontiacton
Create Tosk Ovder

g s
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SUb List Subcontractor List (Multi-tier)

Subcontractors
10 tier sub list ~S—— =
N ol e = |8
tracks certification O — .

:‘ﬂ AMADEUS MARDLE & GRANITE CORP. ] $947,950
$947,950

T Aspen Landicaping Contrating, Inc. $134,000 Sub
= $132,156  100%

(4] Corporste Electric Group. Inc. $3,857,018 Sub
2 $3,857,018 100%

= z z z z = z ZIE
e s e ] g @ e

oléoif if

i
000077 IOOO0O0O07FFOO0 O

,'? 104 Communications and Electric, Inc. [ -] $1.857,018 Sub
10 $3.857,018 100%

x
[
~

$270,000 Sub
$270,000 100%

$852,725 Sub
$172,000 100%

$11%,000 Sub
$115,000 100%

$1.85%,000 Sub
$1,855,000
$4585,000 Sub
$483%,000
41,425,000 Sub
41,425,000 100%

$41.30% Manufacturer
$61,50% 100%

$2.900,000 Sub
$822.500 100%

126,461 Sub
126,461 100%
T Structural Stone, LLC $400,000 Sub
= $340,000 100%

Yoo E4S More

[q] Eastern Plamb L] " al C.
=

Ty Frances Binds and Shades Inc. few Edt More
1

E
3
-

[] 7 € Ryan EBCO MAG LLC

u
Eu—iﬂ--(ml—:

o

Yoew 98 More..

>
o
-

Yoew Ld8 More..
Emm!ﬂ-mnlm Yorw E4S More...
[1] Sesonll Sarvica Corp. Yot £48 More.

Mow Eds More..

oiodras

7y] Seagull Service Corp.
)

z
4

(4]

[§] SICNS & DECAL CORP Yoew Rdt More.
L

z
]
-

T]“-lhﬂn:l-'

o

Mot £d8 More..

000000000.

o

Vot E48 More...

gire
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Documents Document Management

c Mﬂuﬂ!t Auoe ,Ir un|mmw|m!mlmm|nm|
184183: LGCC Conter 3 Facade Replacmen Gemeral Comstroctios
Prme: MINELLY €O thC

9/25/2014 - 12/31/2200

Goal: 24.00%
% Credt: 7.61% For Credi:

All documents can be
managed within dsspromn)

Prime Contractor Documents
system

(PCF, 0.05 M8) MINELL] CONSTRUCTION CO INC (mare) Rodeey Boss 12172014
(POF, 0.89 M8 MINELL] CONSTRUCTION CO INC & Rodeay Ross 27272014
(PCF, 70.73 0B *ONELL] CONSTRUCTION CO INC (ma Rodray Ross 2018
(PO¥, 79.42 &8 % -1 2 Rodray Boss 32018
(PC¥, 4086 v B (ot Rodray Rass 7/2013
(PCF, 3364 wB MLl CONSTRUCTION CO INC (ma Rodray Boss F7/201%
(PO”, $5.0% »B SENELL] CONSTRUCTION CO INC (ma Rodray Bose 712018
(NSG, 280.00 xB OheS T s I are) Rodeey Ross 1292015
(POF, 381 96 &8 R11C T T 0 INC (mare) Natasha Jackson 8/152016

it

Subcontractor Documents

POF, 702.67 uB Francos Binds and Shades Inc. (mgre Rodney Ross &1W2015
(POF, 656.92 8 Aspen Landscapeng Comtractng. Inc. (marg Rodney Ross 4/16/2015
(PDF 13932 xB Structural Stome, UL (morg Rodney Ross 41672018
(POF, 717,40 6B A SV Saeel UL (mare Raodney Ross 41572018
(PO¥, 668.42 KB AN S Istersatonsl lnc. (more Rodney Rots V142019
PP, 680.1% KB Seepd Servae Cory. (mgre) Rodney Rous 4102018
(PCF, 654.208 v Sope Dectr Inc (mgee) Rodney Rots 41672018
(POF, 70.46 w8 Sespl Servxe Corp. (mare Rodney Ross 41672015
(MSG, 25.50 kB Eastren Pumbeng & Mechamcal Contr acter (marg) Rodney Ross 4282015
(POF, 1.83 M8 Carparete Bectrc Crouwp, Inc. (Mars Rodney Rots /%2017

i

b be i e B Be B e B e

Contract Screen Captures
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Audit

Tracks WMBE goals

in comparison to
payment dispersal
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Compliance Audit Summary

Compliance Audit: Audit Summary for Total Contract m

Main | View | Seings | Subs | Docs | Change Crders & Task Orders | Aterts | Commants | Messages | Closeout |

Compilance Ast List | € Auat Y| c Auon FY | Maaster Audit Summary | imvoices | Reviews | Sne viss | Repors |

184183 LGCC-Center 3 Facade Repl ' Status: Open/UP - Approved
MINELLI CONSTRUCTION CO INC Current Amard: $38,399,256

Prime:
9/25/2014 - 12/31/2100 Goal: 24.00% Total Pavd: $17,664,770
% Credit: 7.61% For Credt: $1,344,411

Audit Summary - Total Contract

Payments Onfference
Current Award Amard Percest Payments Percent (Payments - Award)
Prime Contract $38,399,255.50 $17,664.769.59

For Credit (1) subs) 49,215,821.92 5 134841042 7611% 16.389% below goal

For Credit to MBE Goal (8 subs) $5,75%9,888.33 #1247, 47490 7.062% 7.938% below goal
For Credit to WBE Goal (5 subs) $3,455,933.00 9.000% $96,916.44 0.549% D.4%1% below goal

G o
e st o

Invorce Amounts Invosted by Prime For Credt Sub Invosced

$1,500,648.00 $0.00 0.000%

Amounts kated in the summary Labie dbove Afe DAy Ments rethaed by each Sub<ontraclor AMer Payment of Luccestive lomer Ler SubiOMrACtors. Awarld values May
not match due to déferences between ovensll contract goal and subcontractor sstignments,

Prime Contractor - Total Contract

Paid TO Prime
Prime Contractor Prime’s S

MINELLT CONSTRUCTION CO INC $17,644,770
Ti#fary Cortez Baymesds $11,6)5,5%0

tcorter @mmneliconstructan (om
P 631-232-0222, F €31-232-030)
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Questions and Answers




For More Information About the TAS Program Please Contact
/avere Weeks

(253)243-6964
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