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Eric Mudgett-
Did Steve Brown work for you?
Has worked with Steve Brown since 1999- on drug task force.

Would you rehire Steve Brown?
| would hire him again.

Anything you would like to contribute?
A no nonsense kind of guy. You know where you stand with Steve

Frank Rogers-
Did Steve Brown work for you?
Has worked with him a long time.

Would you rehire Steve Brown?
Yes, | would hire him again, hands down. He wished that Steve Brown was elected in his spot.

Anything you would like to contribute?
We would be very lucky to have Steve work for the City. He has all the knowledge and takes

pride in his job. Love the man.



J Ward Packet Page 73 of 103

City of Tonasket

From: City of Tonasket <tonasket@nvinet.com>
Sent: Tuesday, March 26, 2019 5:11 PM

To: 'City of Tonasket'

Subject: FW: council packet

From: Jensen Sackman [mailto:jensensackmanl4@gmail.com]

Sent: Friday, March 08, 2019 5:04 PM

To: City of Tonasket <tonasket@nvinet.com>

Cc: jmritter1967 @gmail.com; Christa Levine <teaganfortonasket@gmail.com>; Maria Moreno
<mariamoreno.cityoftonasket@gmail.com>

Subject: Re: council packet
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Questions for possible applicants for the Internal Compliance
Administrator

Questions for Perry & Brown Yes No

(Criteria) YIS

Ability to work
independently?

Question for Perry — In your proposal you state, “with the
assistance of a qualified and trusted sub-contractor™. [Is this
sub-contractor included in vour quote of $24.660 and will
they meet City requirements?

Question for Brown — Will you be using or anticipate
needing an additional subcontractor and is that included in
your proposal? If nceded will they meet City
requirements?

No. I will not neced any additional sub-contractors

Questions for References (Candidates do not answer)
Did he work for you?
Would you rechire him?
Anything elsc you would like to contribute?

Answers will be provided to Council and the Mayor and subject
to public disclosure.
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Sent from my iPhone

On Mar 8, 2019, at 4:33 PM, City of Tonasket <tonasket@nvinet.com> wrote:
Part 1 of 2

Alice J. Attwood
Clerk-Treasurer

City of Tonasket

P.O. Box 487
Tonasket, WA, 98855
P.509-486-2132
F.509-486-1831

<Council packet 3-12-2019 #1.pdf>
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Public Satetv Consulting Services

Steven E. Perry — President

Februarv 25. 2019
Ms. Alice Attwood
City of Tonasket
209 South Whitcomb Ave
Tonasket, WA, 08833

Ms. Attwood:

SEP Consulting is pleased to submit this response to the city’s Request for Proposal for Internal Compliance
Administrator. We trust that after reviewing this response, vou will agree that my business is uniquely
qualified to provide the services the Citv of Tonasket seeks.

These unique qualifications arc namely. (1) familiarity with the former Police Departments records and
cvidence.(2) knowledge and extensive experience in both areas of public safety. and (3) a proud history of
assisting agencics with their records and evidence needs around the state.

Familiarity refers to the fact that in 2018, SEP Consulting conducted a complete review of the department’s
evidence function. This included a “hands on™ review/research of everv piece of evidence in police custody at
the time. along with an analysis of the entire evidence and records function. That process resulted in the
return. disposal. or other disposition of approximately two thirds of the departments existing evidence. Upon
the completion of that project. I was asked to return in 2019 to continue this evidence work. and additionally
undertake a similar process for the agency’s investigative records. Obviously now due to changing
circumstances. this didn’t occur. Essentially, many aspects of this RFP arc a continuation and finalization of
what we started last year and agreed to continue this vear.

The “knowledge and experience factor™ addresses my 43 vears of related public safcty experience, and
probably most notably my knowledge of current applicable laws relating to police records and evidence. . 1
also have 37 years of teaching related topics for several community colleges. private companies, professional
organizations and most notably the Washington State Criminal Justice Traming Commission.

Lastly. the “proud histors™ denotes my 23+ vear history of personally w orking with law enforcement agencics
around the state regarding law enforcement evidence, property, and records with an cmphasis on evidence
room management and customized assessments.

While this response attempts to address all of Tonasket’s listed goals, if selected. additional discussion will be
needed to assure we arc all in concurrence. Be assured all tasks will be accomplished professionally.
appropriatelyv and legaliv.

SEP Consulting looksforward to working with the City of Tonasket on this project.

{]
Steven E. Perrv, President
SEPConsulting’e. Comcast net
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SEP CONSULTING

Pu Iu Safety Cunwhmu Services

" Tan Na1iin Work & . ST
City of Tonasket — Response To SCOPE Of Work & General Issues
While the published scope of wark is detailed in many areas. there are arcas that will require clarfication or
refinement through discussion with the city Addstionally . while some of the posted msks: e 'ual and
seemingly simple m nature. they are not. To assare the city of a legal and professional proce
Consulting sill cstablish defined steps. made readily available to the aiy.

£5
&
88

SEI

SEP Consulting shall accomplish all tasks hsted in the scope of work based on experience and knowicdge.
uthzing all appropriatc options to comply with the city 's goal to “close down™ their former deparument.

At this tme, while there may be questions as to how the city wishes preces of the project to procesd. | sec
nothing on the Scope of Work rlm SEP Consulting will not be able to complete. Barring any major
imforeseen circumstances ansing, it is anficipated this project can be completed within 90 days of

commencemaent

From day one of the project. through complerion SEP (“onsuiting aill maintain a one million (S1.000.000.00)
dollar Professional Liability Insurance Plan, and a two mullion (2.040.000.00) dollar General hability
Insurance Plan

One person can obvioushy not approprianchy complete this project in the required time frame therefore
assistanee will be required. SEP Consulting will sub-contract for assistance for some tasks. using only known,
trusicd and quabficd criminal justce professionals. 1 when additional manual labor or clerical assistance 1s
required. SEP Consulting will only utilize known and trusted individuals who will be accompanied and/or
supervisad.

srdination
This project requires coordination and/or assistance from various outside cntities. This 1s due 1o active
tions. ongoing statuic of lunitation concerns. required comphance with various laws. and
of the Siare Patrol. Stare Archivist, State Auditor and Department of Eeology. Therefore.
s required with the followmg sgcencies.

HIvest

FOQUIreid:

coordinalic

#  Okanogan County Prosccutors Office

= Okanogan County Distriet, Juveniie and Superior Courts

o Washingron Association of Sheriffs and Police Chiefs

s Washungton Stare Sceretany of State . Diviston of Archives
« WS P (e faband W S P Tovicology Tab

o Okanogan County Shentft s Office

While unlihely. possibly the Department of Ecology and/or the Attorney General's Office.

s Tonasher Oy Attorney s Ottice

G

SEP Consulting reahzes how important this proicc 15 1o the City of Tonasket. and cqually desires a successtul
outcome. It will therefore be critical that cngemg discussion and cooneration between SEP Consulting and the
¢y oceur throushout the project,
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Assurances From SEP Consuliing
o All handling of physical ¢vidence will be performed by Steven Perry. with the assistance of a qualificd
aid trusted sub-contractor
o Lveny picce of evidence removed from the oty s possession will be individually documented and
witnessed by a sub-contractor,
e All serecning of evidence will include an individual 8-9 step process
Hug ol investigation reports for purging will undergo an individual 7 step process
o Al purged documents will be documented pursuant to RCW and State Archive guidelines
e All documents requining transior to either the state archives or WASPC will be documented,
o All gencral mventory stems will be phatographed and documented {or city disposition
o Ali firearms will be handled safely and released/disposed of per state & fuoderal law

¥

o All sere

Assumptions/Conditions Upon Awarding of Project
Once the process begins the fellowing assumplions‘conditions are required by SEP Consulting to successfully
andertake the process with professionalism and proeess integnty. Specifically SEP Consulting must have
o sole access to all physical evidence and records.
hife beng imventoried.
= full access wo the Spillman syvstem by qualified SEPConsulting sub contractors.
o Fuil access o DOL/AWASIC/WASIS/NCIC/NIC s svstems through the Sheriff's Office & Dispatch.
s unfettered access to both ot the existing buildings that hold related items,
o approval (o contact the city attoriey on records ssues related 1o ongoing or potential litigation.
= authorizaton to make routing decisions regarding the disposition of cvidence and records in
ordance with state law and aceepted general practices

an authorized countact porsen fo provide any needed approvals or decisions.

o sole access (o any ity owned equipment w

@

Additionally, SEP Consulning will
o fully and rransparenth cooperate with the ¢y,
¢ coordinate/respond to all existing pubhe records requests regarding police records only.
o coordinate/respond to any future public records requests regarding police records received prior to the
complenon of this project.
¢ complete cach task based on expurience and kaowledge of the options allowed under law
@ coordmate with the oty as to any remaining records or evidence upon project complcetion

SEP CONSULTING METHODOLOGY

= Detail Orented with Hands On Approach! s Custom Service To Mect Client™s Needs!
s Attention to ROW/WAC/ DOE Compliance! s Continued Support After The Job is Dong!
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SEP CONSULTING

Public Safety Consumnﬁ Services

viparos 1 BEaseey
JEC 7T L Al T4 N B : =

‘e

zround fntormation relates to neeessary skills to perform the duties of “Tniernal Comphance
.—admxmstr;ﬁ.nr" for the Crty of Tonasket. Additional experience histery and other information provided
PO request

EXPERIENCE

1974 - 1997

. EDMONDS POLICE DEPARTMEN
PerformedSupers ised all records and evidence functions. including public records re GquCsts
Served as project manager on nuimerous complicated projects both agency & city wide.
Eventually promoted to manage regional 911 and paramedic services.

§998 - 2{}0()

. SOUTHWEST SNOHOMISH COUNTY

A f lO\B
lf.i;.ra:.-:tor c.-‘{ scginnai 21 center and paramedic services. Supervised 40+ emplovess. Project
Munager (or representative for 12 public safety agencies) on 'oc)Lh luml and regional extensive

projects. Dueet oversite of all pubiic records requests, Retired after 33 vear carcer.

2009 - !—’RESE{\!'

RESIGE SEP CONSULTING
Public Safbr ::(j‘.».l].'s'l.!ifing firm. specializing in fasw enforecment records and cvidence 1ssucss.
Provide vancus consulting services for agencios. including detailed assessments of their property
and vvidence programs. Faciliate 7 Instruct classes for Criminal fustice Traiming Commission.
Advise on evidence & records fssucs to many law enforcemeni agencies throughout the state

- PRESENT

( l)\!’\«ll 3\1()\

Master fastructor / Facilitator for Law Coforcement Property & Cvidence Management course and
Law Enforcement Records Academy. Primary mstructor for all propernv/evidence classes and co-
mstructor tor records classes (emphasis on public disclosure and fircarms issucs).

WASHINGTON STATE CRIMINAL JUSTICE TRAINING

7(}18 (Iuh - Octo!;ex }

. ;",: .:-:.‘,

Undertook extenstve research and review process. including an inventory of all phvsical evidence
held by depariment \i*u consultation v ith Prosecuter (and assistance (rom police clerk). puraed
SANO articies of i P mg evidence as of 103172018,

rds. recommending organizational changes
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Limited Liability Company Unified Business D #: 602805158
Business ID #: 001
Location: 0001

SEP CONSULTING, LLC
20811 22ND AVE W
LYNNWOOD, WA 98036-7804

TAX REGISTRATION - ACTIVE

UBH 502805158 001 0001

TAX RECGISTRATION - ACTIVE
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SEP C(\'NSU} JTING |REFERENCES
PO Box 2007

Lyiwood, W 95036 .y : e
4554 Bob Cna ham

State Coordinator For Law Enforcement Support
Washington Criminal Justic Iranmnw Commission
19010 17 Ave South

Burien. WA 98148

(206) §33-7302 | Berahamzcjte. state. wa.ug

78-6826
SEPConsulting @w.comeast net

1;:

fationship
{ Chient - Mi. Graham or his predecessors have contracted with SEPConsul Hing
siee 2009 for training related services

Mary delc

(@ ll’_\ Clerk

City of Carnation

4621 Tolt Ave

Carnation. WA, 98014

(425) 344-0403 | Mary. Madolcizdearnationwa. gov

Relationship

Client ~ In 2016 examined (and where appropriate cither destroved or
transterred ) all police records and evidence after the city closed the police
department to contract with King County for law enforcement services.

Amanda Hamilton
Records and Evidence Supervisor
Jefferson County Sheriffs Office
81 Elkins Road
Port Hadlock WA 98339
(360} 383-3R31 | Abamiltonirico jefferson. wa.us

evidence assessment of !drusun (.oum; s evidence i‘unctmn.

Donald Anderson
Assistant Police Chicf
Edmonds Police Department

230 - 3™ Ave Nor

Edmonds. WA, 98020

{4231 771-0200 | Don. Andersond;edmondswa.gos

Reterences relevant te City
of Tonasket project.

Numerous additional
-)xu§us\.onai:“»~rsonai Clit
references available upon
request.

wionship
ont - Have pertormed three separate assessments for the department at
Assistant Chiel Anderson’s rec umu"()l" Zf.ﬂ. 2018).

u)
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City of Tonasket — Project Cost Quotation
Based on SEP Consu }un ‘s understanding of the posted “Scope of Work™. the majonty of listed items

adequately proy 'J > sutficient detail 1o allow a quotanion of anticipated costs.

‘:- 4,660.00.

if selected. SEP Consulting determines that the cost 1o undertake and complete this projeet. would not
d
ed

This quote includes all duties performed by SEP Consulting. including ans subcontiactors as described in
tm ‘udos‘,d ‘rcmonsc to scope of work and conditions”™ document. This quote also includes all standard

Additional Costs

This quote docs not include any postage or publication fees required for legal notifications. nor any
shipping costs associated with the return of evidence outside the Cirv of Tonasket.

The posted Scope of Waork states that the project includes — additional work ihat iy not listed in the ahove
veope of work that will be vequired 1o compicte the closire of the Police Departient isnia saje. efficient

ad projessional sianner

It is understood that not all required tasks on a project such as this can be listed in a one-page scope of
work document. and it 1s not our goal to upcharge for any insignificant additions. Ob\fious!}' though. no
actual cost for added services can be provided at this time since this “added work™ is unknown.

: that any additional routinge dutics which are minor m naturc (do not
isc workload or impacr the timely completion of the project) will be included 1 the
above cost quotation

EP Consulung will ag
it: ificantiy g

n

To be fair 1o all parties, SEP Consulting asks that any additionally required dutics which significantly
add 1o the project be separately negoniared with the city at that nme, and mutually agreed upon prier w
therr undertaking. 1o ticu. upon request SEP Consulting can provide a set hourly fee for this added work.

but tvpically finds this s costlier to the o
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I, SAM REED, Secretary of State of the State of Washington and custodian of its seal.
hereby issue this

CERTIFICATE OF FORMATION
to

SEP CONSULTING, LLC

a/an WA Limited Liability Company. Charter documents are effective on the date
indicated below.

Date: 3/6/2009
UBI Number: 602-903-158

APPID: 1385726 |

Given under my hand zmd the Seal of the State
of Washington at Olympia. the State Capital

>4 f//
- @’\,

Sam Reed. Secretary of State
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After reviewing there proposals only one difference stood out, so we asked for clarification. Attached is
the additional question we asked, the response and also what references said.

Questions for possible applicants for the Internal Compliance Administrator

Questions for Perry & Brown (Criteria)

Yes No

Ability to work independently?

SEE ATTACHED FOR SEP

Question for SEP— In your proposal you state, “with the assistance of a qualified and trusted
sub-contractor”. Is this sub-contractor included in your quote of $24,660 and will they meet City
requirements? See Attached response from SEP

Question for SDB — Will you be using or anticipate needing an additional subcontractor and is
that included in your proposal? If needed will they meet City requirements?

Questions for References (Candidates do not answer)
Did he work for you? SEE ATTACHED FOR SEP
Would you rehire him? SEE ATTACHED FOR SEP

Anything else you would like to contribute? SEE ATTACHED FOR SEP

Answers will be provided to Council and the Mayor and subject to public disclosure.
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References Check for SEP

#1 Bob Graham

State Coordinator for law enforcement support
Washington Criminal Justice Training Commission
206-835-7302

| called and left a message regarding our three questions, his reply.

SEP Consulting has helped in years past with training and continues in annual training of newly
elected Sheriffs and under Sheriff’s. Bob Graham is extremely pleased with SEP continued training of
hopes he will continue.

#2 Mary Madole
City Clerk

City of Carnation
425-549-0403

| called and asked our three questions, she said she was looking forward to the phone call and knew it
was coming. She was very happy with SEP services and SEP helped close out a disbanded police
department that had been closed down for close to 20 years. She couldn’t rave enough about how
happy she was about the work he did. He got it all down to 2 boxes.

#3 Amanda Hamilton

Records and evidence Supervisor
Jefferson County Sheriff’s Office
360-385-3831

| called and asked our three questions. She was very happy with the work that SEP did in 2018 and felt
that it was very efficient.

#4 Donald Anderson
Assistant Police Chief
Edmonds Police Department
425-771-0200

| called and left a message asking our three questions and never received a call back..
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SEP CONSULTING

Public Satety Const z!tm“ Services

Sieven b, Per Preswdent

ity of Tonasket — Response To 3/1/2019 Questions

Please consicer the following response to the twao questions vou provided via Email.

Ability to Work Independentiv? | ami essentally a one-person business, so by definition independence is required.
when consulting law enforcement agencies, | alone conduct the assessment, analyze the findings and write all client
reparls. Whan teaching, all preparation, logistics, scheduling, instruction, and follow-up is solely my rasponsibility.

In your proposal you state, “with the assistance of a qualified and trusted sub-contractor”, is this sub-contractor
included in your quote of $24,660 and will they meet City reqairements? The short answer is “ves to both”

To clarify why | referenced sub-contractors for this project, typically there are police employees present to provide
background information & data base assistance. Since this s not the case here, along with several unique RPF
requirements, | believe some outside assistance is appropriate. | used the term “sub-contractors” due to the structure
of my company (not having employees), as any paid assistance must be categorized as “sub-contracting”. Based on
specific need, a subcontractor might spend many hours on the job site assisting me or elsewhere researching a specific
issue. Anyone utilized for sensitive matters is persenally known to me and has previously undergone backzrounding for
their positions. SEPConsulting is very fortunate tu have topic exparts as resources throughout the state.

When dealing with svidance, it is essential there be a witness to the handling/disposition of items. This not only
protects the city, but also the integnty of any potential criminal prosecution. Also, the city is subject to state sanctions if
zvidence is not dealt with properly. A second person assisting in the handling of Tonaskel evidence is critical.

It is impossible to research years of criminal reports and hundreds of piaces of evidence without full access to an
agencies records managemeant system (Spillman). While | could be trained/authorized to use that system, doing so
would significantly slow any prograss. Using an already trained and competent Spillman user would be extremely
valuable. | have access o such quzlified people.

Since the REP uniquely specifizs “process public records requests”, it is presumed this means more than just forwarding
filzs to the city atterney. The timely and accurate processing of PRR’s can.be complex, vet essential to avoid very costly
penalties to the city. While | am experienced with law enforcement public records, the potential exists | may need 10
seel autside advice. Fortunately, | have access to some of the best topic experts in the state. Obviously, responses
involving potential litigation or of other controversy would be still sent 1o the city attorney for final review.

i the city wishes the inventory of city owned property to include the moving/consolidation of furniture to one location,
ed, and supervised during this work.

©A '}_lul labor would be uid
The RFP includes “additicnal work not tisted” which may require seeking assistance once those duties are defined.

There also may be issues in closing the department that the city has not considered. As an example, will the Washington
Associziion of Sheriffs and Police Chief's require completing of the backlog of required (vet uncompleted) monthly crime
{1BR} reports? If so, | have qualified assets to accomplish this.

Lastly, the vice-president of SEPConsulting, my wife Emily, would assist with non-sensitive/clerical duties.

Thank you for copaftesiz these issues when making your decision.
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Personal Services Contracts
This page provides a general overview of procedures local governments in Washington State should follow when
contracting for personal services. It is part of MRSC’s series on Purchasing and Contracting.

For more detailed information, download MRSC's Contracting for Services publication.

What are Personal Services?

Personal services involve technical expertise provided by a consultant to accomplish a specific study, project, task, or
other work. These activities and products are mostly intellectual in nature, and they do not include architecture and
engineering services, which have their own requirements.

Examples of personal services include, but are not limited to:

o Comprehensive plans
 Legal services

e Management analyses

Certain personal services may require licensing or certification by state agencies, such as accounting, legal, or medical
services.

Personal services should not be confused with purchased services, which are generally routine, repetitive, or
mechanical in nature and support an agency's day-to-day operations.

Statutory Requirements for Personal Services
Only port districts and public facilities districts have statutory requirements for personal services contracts. No other

local governments in Washington have statutory requirements.

Personal Services for Port Districts

Chapter 53.19 RCW establishes competitive requirements for port district personal services contracts. For details,
download MRSC's Personal Services Contracting Manual for Washington Ports.

Personal Services for Public Facilities Districts

The personal services requirements for public facilities districts (PFDs) are vague and depend on whether the PFD
was created by a city or a county.



RCW 35.57.070 governs PFDs created by cities and requires the PFDs to \PV\%\'?Q B%tci; %teﬁ’gggsgscroii%e{i&receive

and evaluate proposals, and negotiate with respondents’’ The exact details must be established by district resolution,

and competitive bidding is not required.

The same criteria apply for PFDs created by counties, except that RCW 36.100.180 requires competitive bidding for
contracts over $150,000. The exact competitive process is not specified.

PFDs may use the general guidance on this page, subject to their statutory requirements.

Personal Services Guidelines

Local governments are encouraged to follow the guidelines on this page. However, agencies must also consider their
own resolutions, policies, and procedures to determine their own local contracting requirements.

Soliciting Proposals

Local governments generally have significant flexibility in determining how to solicit competition. However, if the
project includes grant funding, the grant conditions may require a specific solicitation process. Generally, the more
complex or expensive the project is anticipated to be, the more rigorous the solicitation process should be.

Suggested Bid Limits and Processes

MRSC suggests that small- and medium-sized agencies use the following dollar limits and processes for personal
services. However, the exact limits and processes should be tailored to each particular agency. Agencies should
always document these processes for the public record, including the selection criteria, the names of firms
considered, all responses received, the basis for the award decision, and a copy of the final contract.

Minimal Competition
* Suggested dollar limit of $5,000. Some level of competition is recommended, but not required.

¢ Place calls to 1-3 qualified firms or individuals describing the desired services. Request prices, schedules, and

qualifications.

e Negotiate a contract with the lowest responsible bidder.

Informal Competition
e Suggested dollar limit of $20,000.

 Prepare a written solicitation document including, at a minimum: a description of the required services, the
project schedule, a request for the consultant's qualifications and costs/fees, and due date for the responses.

» Send the solicitation to 3-5 firms selected from the appropriate consultant roster or other list and ask for

proposals.

e Evaluate the proposals and negotiate a contract with the lowest responsible bidder.

Formal Competitive Bidding
* Suggested for all contracts over $20,000.



o Prepa're a formal so.llatatlon.documer.\t such as a Request for Proposa‘l]s\?\; aarg\eﬁéjgﬁg {?5 %%agféc?)?qlbss
Describe all the project requirements in order for proposers to understand what the agency needs and how the
responses will be evaluated.

e Publish legal notice in major daily newspapers to notify firms of the upcoming solicitation. Develop a mailing
list of all firms responding to the solicitation.

* Post the solicitation document on the agency website (optional).
» Develop score sheets to be used by evaluators.

e Send the solicitation document to at least six firms, or notify at least six firms that the document is available at
the agency website. If less than six firms are contacted, document the reasons.

e Conduct a pre-proposal conference, if required, and provide answers to bidders' questions via addenda.
 Require sealed bids and a public bid opening. Date- and time-stamp all proposals received.

e Evaluate proposals according to the score sheets, using at least three evaluators. Interview the top finalists, if
desired.

» Negotiate a contract with the lowest responsible bidder.

Requests for Qualifications

Requests for Qualifications (RFQs) ask only for a firm's general capabilities, including:

e List of principals
 Previous projects
e Number of employees

e Licenses

Local governments may distribute RFQs for a services roster or as part of a formal competitive solicitation. In the
case of a formal competitive solicitation, the RFQ can be combined with a Request for Proposals, or it could be
distributed as the first step in the review process prior to distributing RFPs.

Requests for Proposals

Requests for Proposals (RFPs) ask proposes to submit qualifications, if not already on file, and a proposed scope of
services in response to the agency’s specific needs. At a minimum, every RFP should include:

e Statement of need (scope). This should be well-written with an adequate level of detail describing the project
tasks and products, and listing the availability of supporting documents.

« Estimated project budget. State the estimated budget, but note that the amount is only an estimate.

o Estimated schedule. This should be realistic and closely tied to the scope.

o Evaluation criteria. Be clear and tie the criteria to the scope. Provide the scoring criteria, and provide the decision
schedule if available.



Proposal elements. List all the information that interested firms should JsWnlé Euc p%the f5615 gqla%ral
approach to the project, a list of key personnel who would work on the project with their experlence and

availability, and general scope and deliverables. Keep the submittal requirements, page limitations, and due date in
the same section of the RFP. Allow for flexibility in the format of responses.

Submittal deadline. Allow an adequate response time of 3-4 weeks. Accept electronic proposals, and
acknowledge receipt of all proposals.

Agency'’s standard terms and conditions. Attach a copy of the terms and conditions, if available, to the RFP.

Other common RFP elements include:

Background on the agency and project, including budgets

Reference documents, although large documents may be posted to a website and referenced in the document
Whether interviews will be included as part of the selection process

The pre-proposal conference schedule

Public disclosure guidance

Notice that costs incurred in the development of proposals and the selection process will be‘assumed by the
proposers

Formal certification by the proposer of its authorization to submit the proposal, time validity of the proposal, non-

collusion, etc.

Evaluation Criteria

Agencies may establish their own criteria for evaluating proposals. Potential evaluation criteria include, but are not

limited to:

Fees or costs

Quality of previous performance

Ability to meet contract deadlines

Responsiveness to solicitation requirements

Compliance with statutes and rules relating to contracts or services
References

Staff readily available for the project

Financial capacity

Licensing and certification, if applicable

Safety record

Ability to meet necessary response times for unscheduled work and emergencies

Agencies should consider whether to use a review committee and whether to use weighted evaluation criteria.
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Below are some examples of personal services contracts. Again, remember that port districts and PUDs have certain

statutory requirements, while all other local governments do not.

o Bellevue RFP for Actuarial Services (2012)

o Port of Everett Personal Services Contract Procedures (2008)

e Port of Olympia Professional and Personal Services Selection Suite (2008)
« RiverCities Transit RFP for Transit Planning Services (2012)

o Shoreline Professional Services Contract for Traffic Data Gathering (2011)

 Stevens County RFQ for Civil Public Defender Services (2017)

For other examples, see MRSC's Sample Document Library.

Last Modified: January 23, 2019

© 2018 MRSC of Washington. Allrights reserved. Privacy & Terms.
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Using Records Retention Schedules:
What are Personnel Files?

Purpose: Provide guidance to local government agencies about appropriate retention of records
filed in “personnel files”.

Personnel files are a convenient way to keep together a variety of records with different functions and
purposes, all relating to a single employee. As each agency determines its own filing system(s) based
on its unique business needs, there is no set standard governing which records may be found in a
personnel file.

What records to file in a personnel file is an important agency decision entirely separate from the legal
retention requirements for the individual records within the file.

Records retention schedules provide legal disposition authority based a record’s function and purpose.
They do not provide disposition authority for filing places (such as folders, drawers, cabinets, or files).

With that in mind, the Local Government Common Records Retention Schedule (CORE) Version 4.0 no
longer contains a records series entitled “Personnel File”. Rather, it contains records series that provide
legal disposition authority by function for all of the records routinely/commonly placed in a personnel file,
including:

1. Employee Health Records (Routine) (DAN GS2017-015) (6 years after created or received and
no longer needed for agency business);

2. Employee Medical and Exposure Records (DAN GS50-04B-30) (30 years after separation from
agency);

3. Employee Pay — History (DAN GS50-03E-15) (4 years after end of fiscal year and no longer
needed for agency business [including retirement benefit verification]);

4.  Employee Work History (DAN GS50-04B-06) (6 years after separation from agency and no longer
needed for agency [including retirement benefit verification]).

Washington State Archives recommends that agencies carefully consider what records to place in their
personnel files. Each record should be analyzed (and, perhaps, organized) based on its function and
purpose, keeping in mind each individual record’s:

e Minimum retention period(s);

e Confidentiality or level of “restricted access”;
e Disclosure status relating to the Public Records Act (chapter 42.56 RCW).

The Municipal Research and Services Center (MRSC) has many examples of local government agency
policy and procedure manuals covering personnel records and files. hitp://mrsc.org/Home/Explore-
Topics/Personnel/Local-Rules-and-Policies/Personnel-Policy-Manuals.aspx.
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Complete Chapter | RCW Dispositions

Chapter 40.14 RCW

PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS

Sections

40.14.010
40.14.020

40.14.022
40.14.024

40.14.025

40.14.026

40.14.027

40.14.030
40.14.040
40.14.050

40.14.060

40.14.070

40.14.080
40.14.100
40.14.110
40.14.120
40.14.130

40.14.140
40.14.150
40.14.160
40.14.170
40.14.180

NOTES:

Definition and classification of public records.

Division of archives and records management—State archivist—Powers and duties
—Duties of public officials.

Division of archives and records management—Imaging account.

Division of archives and records management—Local government archives
account.

Division of archives and records management—Allocation of costs of services—
Public records efficiency, preservation, and access account.

Division of archives and records management—Competitive grant program to
improve technology information systems for public records and related training
—Review of program and training services—Public records request log—
Agency reporting requirements—Duties of the joint legislative audit and review
committee.

Local government archives and records management services—Judgment debtor
surcharge.

Transfer to state archives—Certified copies, cost—Public disclosure.
Records officers—Designation—Powers and duties.

Records committee—Composition, travel expenses, meetings, powers and duties—
Retention schedules.

Destruction, disposition of official public records or office files and memoranda—
Record retention schedules.

Destruction, disposition, donation of local government records—Preservation for
historical interest—Local records committee, duties—Record retention
schedules—Sealed records.

Chapter not to affect other laws.

Legislative records—Defined.

Legislative records—Contribution of papers by legislators and employees.
Legislative records—"Clerk," "secretary" defined.

Legislative records—Duties of legislative officials, employees and state archivist—
Delivery of records—Custody—Availability.

Legislative records—Party caucuses to be advised—Information and instructions.
Legislative records—Use for research.

Legislative records—Rules for access to records.

Legislative records—Sound recordings.

Legislative records—Construction—Confidentiality of bill drafting records.

https://app.leg.wa.gov/rcw/default.aspx?cite=40.14
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