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REQUEST FOR PROPOSALS
	
Notice is hereby given that proposals will be received by the City of Kirkland, Washington, for:

Third-Party Quality Assurance for Enterprise Asset
and Maintenance Management System Implementation

File with Purchasing, Finance Department, 123 5th Ave, Kirkland WA, 98033 as follows:

Proposals received later than 4:00 PM, Wednesday, September 9th, 2015 will not be considered.

A copy of this Request for Proposal (RFP) may be obtained from City’s web site at http://www.kirklandwa.gov/ Locate by clicking on “Business” at the top of the webpage and then “Request for Proposals” under “Doing Business with the City.”  Call 425-587-3123 if you are unable to access RFP documents online.

The City of Kirkland reserves the right to reject any and all proposals and to waive irregularities and informalities in the submittal and evaluation process.  This RFP does not obligate the City to pay any costs incurred by respondents in the preparation and submission of a proposal. Furthermore, the RFP does not obligate the City to accept or contract for any expressed or implied services. 

The City of Kirkland assures that no person shall, on the grounds of race, color, national origin, or sex be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any program or activity.  The City of Kirkland further assures that every effort will be made to ensure non-discrimination in all of its programs and activities, whether those programs are federally funded or not.


Dated this 7th day of August, 2015




Barry L. Scott, C.P.M.
Purchasing Agent
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INTRODUCTION AND BACKGROUND

The City of Kirkland has recently completed a Request for Proposal process for a new Enterprise Asset and Maintenance Management application system.  The successful vendor is Lucity, Inc.  We have now completed the contract negotiations with system implementation plan and statement of work.  The implementation will involve several phases that span a two-year time period with several integrations to GIS, CCTV, SCADA and our Financial system.  The full Lucity Enterprise Asset & Maintenance Management System Implementation Document and State of Work is embedded here for reference in responding to this RFP.




KIRKLAND EAM ENVIRONMENT

The City of Kirkland has about 200 work orders a month associated with an asset. The City receives about 2,000 service requests a year, some of which become work orders.

The City is currently using Hansen EAM Version 7.11 for work order management and service requests. Use of the current EAM system varies from one department to another, and integration with other 3rd party systems is limited. Kirkland currently lacks a Maintenance Management System (MMS) for planning, scheduling, budgeting and monitoring maintenance work.

The City is very GIS-centric, using ESRI ArcGIS for the whole enterprise. (Over 200 layers have been created so far.)

The City is undertaking a project to implement Lucity’s EAM system. With this implementation the City is looking to improve adoption of the system to all division of Public Works Operations, Parks and Facilities, improve integration between systems such as GIS, the Finance system, CCTV and SCADA and improve business processes and mobility.  We are also looking to implement Lucity’s Program Management module to address our lack of a Maintenance Management System.  A scope of work has been negotiated for this implementation and this contract is to provide third-party oversight of both the City’s and the vendor’s work on this project.   



OBJECTIVE OF THE PROJECT
The purpose of this RFP is to solicit proposals from vendors qualified to provide third-party oversight of the implementation of Kirkland’s new Enterprise Asset and Maintenance Management application.  The overall goal of the third party QA/QC vendor shall be to help the City and Lucity succeed in this project.  In this role, the successful vendor will be expected to meet periodically with project staff and stakeholders, evaluate adherence to project schedule deadlines and deliverables, review project change orders, budget, risk register and mitigation strategies, and to produce periodic reporting about the project status (see deliverables).

The third party QA/QC vendor should be prepared to assess each phase of the project with a standardized approach to status, change in status and recommendations and management actions.

We will consider proposals from single vendors or from multiple vendors working as a team.  The ideal vendor(s) will have experience in performing third-party oversight of similar major system implementations in businesses and/or local government agencies of similar size to Kirkland, and in larger agencies.

THE CITY OF KIRKLAND

The City of Kirkland is located just across Lake Washington from Seattle, Washington, and just north of Bellevue with some contiguous borders.  Kirkland is the second largest city on the eastside of Lake Washington, and the twelfth largest in the State of Washington. Our population is approximately 81,000.  A full community profile can be found on our website.







[bookmark: _Toc425931361]REQUESTED SERVICES

We are looking for a third-party quality assurance vendor to provide the City with project oversight for the Enterprise Asset / Maintenance Management system implementation.  Note: The successful candidate will be required to sign the City’s Non-Disclosure Agreement (see Attachment B). 
The Consultant will develop, in cooperation with the Project Manager, a detailed QA Work Plan depicting the QA deliverables, milestones, and tasks to be completed for the project.  The work plan will mirror the overall project work plan and schedule.
Monthly Assessments
The Consultant shall review all project lifecycle processes and deliverables, evaluate the quality of the project work, and make recommendations to improve project management practices that are likely to reduce risks and improve the likelihood of project success. 
Assessments will be conducted monthly through the life of the project.
The assessments will be adapted to conform to the project lifecycle phases adopted by the project team. This assumes the team is using structured and proven methodologies during each phase of the project.  The consultant will provide an assessment of all project management (PM) and product delivery/implementation processes that are relevant to the current stage of the project at the time each QA assessment is conducted.  A consultative assessment approach is required.
· Project Meetings: In the course of performing QA, the Consultant shall attend key project meetings.
· Interviews:  The Consultant shall conduct regular interviews with key stakeholders and project team members to assess their perspective of the progress the project is making and what risks may challenge the project, and to drill-down in any area of the project where additional information is needed. 
The Consultant shall include an assessment of the following:  
· Executive Sponsor involvement and support, and awareness of project issues, business impact, risks, and complexity 
· Clarity of business objectives
· Adequacy of scope definition and control
· Adequacy of the project organization structure and governance
· Adequacy of business and project resources, in terms of numbers and skills
· Adequacy of user involvement and buy-in
· Adequacy of project manager skills and experience [to match project complexity]
· Fit and adequacy of project management methodology to include each project management process relevant to the project and the resulting PM artifacts.
· Fit and adequacy of the product delivery/development standards, processes, methodologies and deliverables
· Adequacy of project controls and oversight which includes assessment of key performance indicators for plan-to-date vs. actuals, and project-at-completion plan vs. actuals for cost, schedule, scope, and quality.
· Business and technical readiness for implementation/deployment.

[bookmark: _Toc425931362]DELIVERABLES

The following deliverables are to be provided by the vendor.  Additional deliverables may be identified during the initial meetings between the vendor and the City.  

Regular monthly reports for the duration of the project, which is estimated to be 24 months – 32 months. The proposal response should identify a recommended report format. 
Each monthly report will provide: an Executive Summary presenting key risks and specific, actionable recommendations; and, a supporting Details Section that delineates which processes were reviewed along with additional information on the observations and risks documented in the Executive Summary.  The report will also provide an assessment of progress made on recommendations noted in any previous assessment.  A draft report in MS Word format will be distributed to the Executive Sponsors and the Project Director.  A final report in .pdf format will be distributed to the Executive Sponsors, the Steering Committee and the Project Manager. The timing of both the draft and final reports will be specified in the contract SOW.
The report must provide (at minimum):
· Assessment of project management methodology 
· Assessment of product delivery methodology
· Assessment of the quality of the “phase-relevant” project deliverables reviewed during the reporting period  
· Assessment of project controls and vital signs for the reporting period and the outlook for project-at-completion variances for cost, schedule, quality, and scope
· Identification of issues/problems of concern and recommendations for resolution
· Assessment of progress made on prior report recommendations
· Assessment of business and technical readiness 
· Recommendations for changes in project management, structure, or operations that will reduce risk, improve quality and improve the likelihood of project success
· Color-coded ratings for each category assessed (e.g., Red, Orange, Yellow, Green)
· An overall project health rating that accounts for different weighting, likelihood, and impact of all assessed categories




[bookmark: _Toc425931363]RFP OFFICIAL CONTACT

Upon release of this RFP, all vendor communications concerning the overall RFP should be directed to the RFP Coordinator listed below.  Unauthorized contact regarding this RFP with other City employees may result in disqualification.  Any oral communications will be considered unofficial and non-binding on the City.  Vendors should rely only on written statements issued by the RFP Coordinator.

Name:		RFP Coordinator
		Karen Mast, IT Manager – Enterprise Applications

Address:	City of Kirkland
		Information Technology
		123 5th Avenue
		Kirkland, Washington 98033

Telephone:	(425) 587-3060

E-mail:	kmast@kirklandwa.gov 




[bookmark: _Toc425931364]PROCUREMENT SCHEDULE

The procurement schedule for this project is as follows:

Note: The City reserves the right to adjust this schedule as necessary.

	Milestone
	Date

	Release RFP to vendors
	August 7th, 2015

	Vendor Questions (if any) and letter of intent due
	August 17th

	Answers to RFP Questions Released
	August 24th

	Proposal responses due by 4:00 pm
	September 9th

	Finalists selected
	September 14th

	Vendor interviews (please reserve this date)
	September 22nd and/or September 24th.

	Vendor selection
	September 30th







[bookmark: _Toc425931365]LETTER OF INTENT
Vendors wishing to submit proposals are encouraged to provide a written letter of intent to propose by August 17th, 2015.  An email attachment sent to <email address> is acceptable.  Letters sent via facsimile will be accepted at (425) 587-3055. The letter must identify the name, address, phone, fax number, and e-mail address of the person who will serve as the key contact for all correspondence regarding this RFP.
A letter of intent is required in order for the City to provide interested vendors with a list of any questions received and the City’s answers to those questions.  Those providing a letter of intent will also be notified of any addenda that are issued.  If a letter of intent is not submitted, it will be the vendor’s responsibility to monitor the website to get answers to any questions.

A list of all vendors submitting a letter of intent will be available upon request.

Those who choose not to provide a letter of intent will be responsible for monitoring the City’s purchasing webpage for any addenda issued for this RFP.

[bookmark: _Toc425931366]QUESTIONS REGARDING THE RFP

Vendors who request a clarification of the RFP requirements must submit written questions to the RFP Coordinator by 4 p.m. (PST) by August 17, 2015.  Written copies of all questions and answers will be provided to all vendors who have submitted letters of intent.  An email attachment sent to kmast@kirklandwa.gov is fine.  Letters sent via facsimile will be accepted at (425) 587-3055.  Responses to all questions submitted by this date will be emailed to vendors who submitted a letter of intent by 12:00 p.m. on August 17, 2015.  

[bookmark: _Toc425931367]COOPERATIVE PURCHASING

RCW 39.34 allows cooperative purchasing between public agencies (political subdivisions) in the State of Washington.  Public agencies which have filed an Intergovernmental Cooperative Purchasing Agreement with the City of Kirkland may purchase from City of Kirkland contracts, provided that the supplier agrees to participate.  The City of Kirkland does not accept any responsibility for purchase orders issued by other public agencies.  

[bookmark: _Toc425931368]PROPOSAL PREPARATION

General Information

It is important that all bidders read this section carefully. Failure to comply with these instructions may result in your proposal being removed from consideration by the City. 

Vendors must prepare proposals using a word processor and electronic versions of the forms provided in Chapter II of this RFP. The City of Kirkland is using a “forms-based” approach to this procurement.  This will allow all the bids received to be compared in a meaningful (i.e., “apples-to-apples”) way.  The RFP contains, in addition to the General RFP Information, a series of Response Forms.

[bookmark: _Toc425931369]PROPOSAL SUBMISSION

The following provides specific instructions for submitting your sealed proposal.

	Due Date:
	Proposals must be received by the Purchasing Agent no later than September 9, 2015, at 4 p.m. (Pacific Time).  Late proposals will not be accepted nor will additional time be granted to any vendor unless it is also granted to all vendors.  Proposals sent by email must be time stamped as received by Kirkland’s system by 4:00 p.m.  Emailed proposals must be in either MS Word or PDF format.  All proposals and accompanying documentation will become the property of the City and will not be returned.

	Number of Copies:
	An electronic copy of the vendor’s proposal, in its entirety, must be received as specified above.
The City will not accept facsimile. 

	Address for Submission:
	City of Kirkland
Attn:  Purchasing Agent
Third-Party Quality Assurance for Enterprise Asset and Maintenance Management System Implementation and job #62-15-IT
123 5th Ave 
Kirkland, WA  98033
purchasing@kirklandwa.gov 






[bookmark: _Toc425931370]EVALUATION PROCEDURES

The RFP coordinator and other staff will evaluate the submitted proposals.

The evaluators will consider how well the vendor's proposed methodology and deliverables meet the needs of the City as described in the vendor's response to each requirement and form.  It is important that the responses be clear and complete so that the evaluators can adequately understand all aspects of the proposal.  The evaluation process is not designed to simply award the contract to the lowest cost vendor.  Rather, it is intended to help the City select the vendor with the best combination of attributes, including price, based on the evaluation factors.  The City reserves the right to require that a subset of finalist vendors make a presentation to a selection team.




Chapter I: General RFP Information
Chapter I: General RFP Information
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[bookmark: _Toc425931371]Chapter II: Required Proposal Response Forms

The proposal must provide a summary of the firm’s qualifications to perform the duties outlined in the requested services section.  This chapter contains forms vendors must complete to submit their proposals. Vendors must complete all the forms in this chapter as well as other requests for information contained herein.  The following forms are included:

1) Cover Letter
2) Proposal Summary
3) Acceptance of Terms and Conditions
4) General Supplier Information
5) Scope of Services
6) Price Proposal
7) Customer Reference
8) Key Project Staff Background Information

In addition to the included forms, vendor must provide at least two examples reports from previous similar work.  Sensitive customer information may be redacted if necessary. 
[bookmark: _Toc425931372]PROPOSAL PREPARATION INSTRUCTIONS

To prepare your proposal, follow these instructions:

1. Open the electronic version of the forms of this RFP. Please use these forms and do not put them in another format.
2. If applicable, use copy and paste commands, copy sections and forms as necessary and paste them into a new file.  Save the new file.
3. Complete all of the forms in your word processing and spreadsheet applications.  
4. Please create a table of contents with page numbers.  
5. Delete instructions (i.e., verbiage contained in brackets) from each form.
6. When your proposal is finished, refer to the proposal submission instructions in this document. 
Submission Format
The proposal must be submitted in the specific Form sequence noted below.
Please create a Table of Contents with page numbers.


[bookmark: _Toc425931373]FORM 1: COVER LETTER

[Use this space to compose a cover letter for your proposal.  All proposals must include a cover letter signed by a duly constituted official legally authorized to bind the applicant to both its proposal and cost schedule.  NOTE: The cover letter is not intended to be a summary of the proposal itself; this is accomplished in Form 2.  
 
The cover letter must contain the following statements and information:

1. “Proposal may be released in total as public information in accordance with the requirements of the laws covering same.”  (Any proprietary information must be clearly marked.)

2. “Proposal and cost schedule shall be valid and binding for ONE HUNDRED EIGHTY (180) days following proposal due date and will become part of the contract that is negotiated with the City.”

3. Company name, address, and telephone number of the firm submitting the proposal. 

4. Name, title, address, e-mail address, and telephone number of the person or persons to contact who are authorized to represent the firm and to whom correspondence should be directed.

5. Proposals must state the proposer’s federal and state taxpayer identification numbers.

6. Please complete and attach the following documents from the Attachments section of this RFP:
 
· Non-Collusion Certificate
· Non-Disclosure Agreement
· Professional Services Agreement

TEXT WITHIN THE BRACKETS IS TO BE DELETED IN YOUR RESPONSE.]
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[Use this form to summarize your proposal and your firm’s qualifications.  Additionally, you may use this form at your discretion to articulate why your firm is pursuing this work and how it is uniquely qualified to perform it.

Your proposal summary is not to exceed two pages.

THE TEXT WITHIN THESE BRACKETS IS TO BE DELETED AND REPLACED BY YOUR PROPOSAL SUMMARY.]



[Use this space as needed for page 2 of your proposal summary.]




[bookmark: _Toc425931375]FORM 3: ACCEPTANCE OF TERMS AND CONDITIONS
[Use this form to indicate exceptions that your firm takes to any terms and conditions listed in this RFP, including the Appendices and Attachments.  Proposals which take exception to the specifications, terms, or conditions of this RFP or offer substitutions shall explicitly state the exception(s), reasons(s) therefore, and language substitute(s) (if any) in this section of the proposal response.  Failure to take exception(s) shall mean that the proposer accepts the conditions, terms, and specifications of the RFP.  

If your firm takes no exception to the specifications, terms, and conditions of this RFP, please indicate so.

Form 3 is electronically embedded in this document.  Please “click” on the icon below to open this document. 







Please embed your completed Form 3 in this section.

THE TEXT WITHIN THESE BRACKETS IS TO BE DELETED AND REPLACED BY YOUR RESPONSE.]
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[Use this form to provide information about your firm.

Please note that Form 4 has a section for the Supplier’s information and a separate section that needs to be completed if the Supplier is using a 3rd party implementation partner, systems integrator or VAR to provide implementation, training and other professional services related to this RFP. 


Form 4 is electronically embedded in this document.  Please “click” on the icon below to open this document. 









Please embed your completed Form 4 in this section.

THE TEXT WITHIN THESE BRACKETS IS TO BE DELETED IN YOUR RESPONSE.]
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Provide a detailed proposal of your third-party QA services that shows how you will meet the following requirements:

The third party vendor must be able to provide QA/QC control services to evaluate and generate an assessment and management recommendations regarding the City’s EAM/Asset Management implementation project in the following areas:
1) Executive sponsor involvement, support, awareness of project issues, business impact, risks and complexity
2) Clarity of business objectives
3) Adequacy of scope definition and control
4) Adequacy of the project organization structure and governance
5) Adequacy of user involvement and buy-in
6) Adequacy of project manager skills and experience
7) Business and Technical readiness for implementation/deployment

The third party vendor must be able to provide QA/QC control services to evaluate and generate monthly status reports and management recommendations regarding the City’s EAM/Asset Management implementation project in the following areas:

1) Project Management and Schedule adherence
2) Project Changes and Change Management process adherence
3) Issue and Risk Management
4) Review of Project Budget and Expenses
5) Overall Project Progress

The City reserves the right to reject any or all proposals. The City reserves the right to request more information for clarification due to omission of information. Vendors should be prepared to make an oral presentation as part of the evaluation process. 






TEXT WITHIN THESE BRACKETS IS TO BE DELETED IN YOUR RESPONSE



[bookmark: _Toc329678440][bookmark: _Toc425931378]FORM 6: PRICE PROPOSAL


[Please complete Form 6 using the actual form.


Form 6 is electronically embedded in this document.  Please “click” on the icon below to open this document. 

 








Please embed your completed Form 6 in this section.



TEXT WITHIN THESE BRACKETS IS TO BE DELETED IN YOUR RESPONSE.]




[bookmark: _Toc329678441][bookmark: _Toc425931379]FORM 7: CUSTOMER REFERENCES


[Please complete Form 7 using the actual form.


Form 7 is electronically embedded in this document.  Please “click” on the icon below to open this document. 













Please embed your completed Form 7 in this section.



TEXT WITHIN THESE BRACKETS IS TO BE DELETED IN YOUR RESPONSE.]




[bookmark: _Toc425931380]FORM 8: KEY PROJECT STAFF BACKGROUND INFORMATION

[Complete the following table for each of the key project staff members.  Use your word processor’s copy and paste commands to create additional copies of this table as necessary.  Please allow one page for each table.  At a minimum, key staff must include your proposed project manager and key contributors to this project.  TEXT WITHIN THESE BRACKETS IS TO BE DELETED IN YOUR RESPONSE.]


	Vendor Name
	

	Staff member name
	

	Position in the company
	

	Length of time in position
	

	Length of time at company
	

	Project position and responsibilities
	

	Education
	

	Previous work experience
	

	Skills and qualifications for the project position.  
	






[bookmark: _Toc425931381]Appendices

[bookmark: _Toc425931382]RFP AMENDMENTS
The City reserves the right to change the schedule or issue amendments to the RFP at any time.  The City also reserves the right to cancel or reissue the RFP.

[bookmark: _Toc425931383]VENDOR’S COST TO DEVELOP PROPOSAL

Costs for developing proposals in response to the RFP are entirely the obligation of the vendor and shall not be chargeable in any manner to the City.

[bookmark: _Toc425931384]WITHDRAWAL OF PROPOSALS

Proposals may be withdrawn at any time prior to the submission time specified in this RFP, provided notification is received in writing.  Proposals cannot be changed or withdrawn after the time designated for receipt.

[bookmark: _Toc425931385]REJECTION OF PROPOSALS – WAIVER OF INFORMALITIES OR IRREGULARITIES

The City reserves the right to reject any or all proposals, to waive any minor informalities or irregularities contained in any proposal, and to accept any proposal deemed to be in the best interest of the City.

[bookmark: _Toc425931386]PROPOSAL VAILIDITY PERIOD

Submission of the proposal will signify the vendor’s agreement that its proposal and the content thereof are valid for 180 days following the submission deadline and will become part of the contract that is negotiated between the City and the successful vendor.

[bookmark: _Toc425931387]CITY TAXATION
The contractor awarded said contract will be required to purchase a City of Kirkland Business License.

[bookmark: _Toc425931388]PUBLIC RECORDS

“Under Washington state law, the documents (including but not limited to written, printed, graphic, electronic, photographic or voice mail materials and/or transcriptions, recordings or reproductions thereof) submitted in response to this request for proposals (the “documents”) become a public record upon submission to the City, subject to mandatory disclosure upon request by any person, unless the documents are exempted from public disclosure by a specific provision of law.  If the City receives a request for inspection or copying of any such documents provided by a vendor in response to this RFP, it will promptly notify the vendor at the address given in response to this RFP that it has received such a request.  Such notice will inform the vendor of the date the City intends to disclose the documents requested and affording the vendor a reasonable opportunity to obtain a court order prohibiting or conditioning the release of the documents.  The City assumes no contractual obligation to enforce any exemption.”

[bookmark: _Toc425931389]ACQUISITION AUTHORITY 

This RFP and acquisition are authorized pursuant to KMC 3.85.200 and RCW 39.04.270.



[bookmark: _Toc425931390]CONTRACT AWARD AND EXECUTION

The City reserves the right to make an award without further discussion of the proposal submitted.  Therefore, the proposal should be initially submitted on the most favorable terms the vendors can offer.  It is understood that the proposal will become a part of the official file on this matter without obligation to the City.
The general conditions and specifications of the RFP and as proposed by the City and the successful vendor's response, as amended by agreements between the City and the vendor, will become part of the contract documents.  Additionally, the City will verify vendor representations that appear in the proposal.  Failure of the vendor's products to meet the mandatory specifications may result in elimination of the vendor from competition or in contract cancellation or termination.
The vendor selected as the apparently successful vendor will be expected to enter into a contract with the City.
If the selected vendor fails to sign the contract within five (5) business days of delivery of the final contract, the City may elect to cancel the award and award the contract to the next-highest-ranked vendor.
No cost chargeable to the proposed contract may be incurred before receipt of a fully executed contract.
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In addition to other standard contractual terms, the City will require the selected vendor to comply with the defense, indemnification, hold harmless and   insurance requirements as outlined below:

Consultant shall defend, indemnify and hold the City, its officers, officials, employees and volunteers harmless from any and all claims, injuries, damages, losses or suits including attorney fees, arising out of or resulting from the acts, errors or omissions of the Consultant in performance of this Agreement, except for injuries and damages caused by the sole negligence of the City.

The vendor shall procure and maintain, for the duration of this Agreement, insurance against claims for injuries to persons or damages to property which may arise from or in connection with the performance of the work hereunder by the Contractor, his agents, representatives, employees or subcontractors. The cost of such insurance shall be paid by the Contractor. Insurance shall meet or exceed the following unless otherwise approved by the City. 
A. Minimum Scope of Insurance
1. Insurance Services Office Commercial General Liability coverage ("occurrence" form CG0001) (Ed.10/1/93), or, Insurance Services Office form number GL 0002 (Ed. 1/73) covering Comprehensive General Liability and Insurance Services Office form number GL 0404 (Ed. 1/81) covering Broad Form Comprehensive General Liability.
2. Insurance Services Office form number CA 0001 (Ed. 12/93), covering Automobile Liability code 1, "any auto", for activities involving other than incidental personal auto usage.
3. Workers’ Compensation coverage as required by the Industrial Insurance Laws of the State of Washington.
4. Consultant's Errors and Omissions or Professional Liability applying to all professional activities performed under the contract.
B. Minimum Levels of Insurance
1. Comprehensive or Commercial General Liability: $1,000,000 combined single limit per occurrence for bodily injury, personal injury and property damage.
2. Automobile Liability: $1,000,000 combined single limit per accident for bodily injury and property damage.
3. Workers' Compensation coverage as required by the Industrial Insurance laws of the State of Washington.
4. Consultant's Errors or Omissions or Professional Liability: $1,000,000 per occurrence and as an annual aggregate.
C. Deductibles and Self-Insured Retentions
Any deductibles or self-insured retentions must be declared to and approved by the City. In the event the deductibles or self-insured retentions are not acceptable to the City, the City reserves the right to negotiate with the Contractor for changes in coverage deductibles or self-insured retentions; or alternatively, require the Contractor to provide evidence of other security guaranteeing payment of losses and related investigations, claim administration and defense expenses.
D. Other Provisions
Wherever possible, the policies are to contain, or be endorsed to contain, the following provisions:
1. General or Commercial Liability and Automobile Liability Coverages
a. The City, its officials, employees and volunteers are to be covered as additional insureds as respects: liability arising out of activities performed by or on behalf of the contractor; products and completed operations of the Contractor; premises owned, leased or used by the Contractor; or automobiles owned, leased, hired or borrowed by the Contractor. The coverage shall contain no special limitations on the scope of protection afforded to the City, its officials, employees or volunteers.
b. The Contractor's insurance shall be primary insurance as respects the City, its officials, employees and volunteers. Any insurance or self-insurance maintained by the City, its, employees or volunteers shall be excess of the Contractor's insurance and shall not contribute with it.
c. Any failure to comply with reporting provisions of the policies shall not affect coverage provided to the City, its officials, employees or volunteers.
d. Coverage shall state that the Contractor's insurance shall apply separately to each insured against whom claim is made or suit is brought, except with respect to the limits of the insurer's liability.
2. All Coverages
Each insurance policy required by this clause shall state that coverage shall not be canceled by either party except after thirty (30) days prior written notice has been given to the City.
E. Acceptability of Insurers
Insurance is to be placed with insurers with a current Bests' rating of A:XII, or with an insurer acceptable to the City.

F. Verification of Coverage
Contractor shall furnish the City with certificates of insurance affecting coverage required by this clause. The certificates for each insurance policy are to be signed by a person authorized by that insurer to bind coverage on its behalf and shall name the City as an "additional insured" except for coverages identified in A.4. above. The certificates are to be received and approved by the City before work commences. The City reserves the right to require complete, certified copies of all required insurance policies at any time.
G. Subcontractors
Contractor shall include all subcontractors as insureds under its policies or shall require subcontractors to provide their own coverage. All coverages for subcontractors shall be subject to all of the requirements stated herein.
H. Asbestos or Hazardous Materials Abatement Work
If Asbestos abatement or hazardous materials work is performed, Contractor shall review coverage with the City's Risk Manager and provide scope and limits of coverage that are appropriate for the scope of work. No asbestos abatement work will be performed until coverage is approved by the Risk Manager.

[bookmark: _Toc425931392]EQUAL OPPORTUNITY COMPLIANCE

The City is an equal opportunity employer and requires all Proposers to comply with policies and regulations concerning equal opportunity.

The Proposer, in the performance of this Agreement, agrees not to discriminate in its employment because of the employee’s or applicant’s race, religion, national origin, ancestry, sex, sexual orientation, age, or physical handicap.


[bookmark: _Toc425931393]OTHER COMPLIANCE REQUIREMENTS

In addition to nondiscrimination and equal opportunity compliance requirements previously listed, the Proposer awarded a contract shall comply with federal, state and local laws, statutes, and ordinances relative to the execution of the work. This requirement includes, but is not limited to, protection of public and employee safety and health; environmental protection; waste reduction and recycling; the protection of natural resources; permits; fees; taxes; and similar subjects.



[bookmark: _Toc425931394]OWNERSHIP OF DOCUMENTS

Any reports, studies, conclusions, and summaries prepared by the Proposer shall become the property of the City.


[bookmark: _Toc425931395]CONFIDENTIALITY OF INFORMATION

All information and data furnished to the Proposer by the City, and all other documents to which the Proposer’s employees have access during the term of the contract, shall be treated as confidential to the City.  Any oral or written disclosure to unauthorized individuals is prohibited.

Appendices

[bookmark: _Toc425931396]ATTACHMENTS


[bookmark: _Toc180567801][bookmark: _Toc425931397]Attachment A: Non-Collusion Certificate

NON-COLLUSION CERTIFICATE


STATE OF					)
						 ss.
COUNTY OF					)


The undersigned, being duly sworn, deposes and says that the person, firm, association, co‑partnership or corporation herein named, has not, either directly or indirectly, entered into any agreement, participated in any collusion, or otherwise taken any action in restraint of free competitive bidding in the preparation and submission of a proposal to the City of Kirkland for consideration in the award of a contract on the improvement described as follows:

Third-Party Quality Assurance for Enterprise Asset and Maintenance Management System Implementation







		(Name of Firm)


By:  
		(Authorized Signature)

Title


Sworn to before me this            day of                           ,         .


Notary Public


CORPORATE SEAL:


[bookmark: _Toc180567804][bookmark: _Toc425931398]Attachment B: Non-Disclosure Agreement
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	NON-DISCLOSURE AGREEMENT





This Non-Disclosure Agreement (“the Agreement”) is made this _____ day of ________, 201__, by and between the City of Kirkland, a municipal corporation of the State of Washington (the “City”), and _______________________ , a __ corporation (“the Vendor”).

Whereas, the Vendor <is the successful candidate/wishes to submit a proposal>for the <project name>; and 

Whereas, the Vendor will need to review confidential information (“the Confidential Information”) belonging to the City in order to be able to <prepare its proposal/complete this project>, which the City does not want disclosed; and 

Whereas, in consideration for being allowed to see the Confidential Information so that it can prepare a proposal, the sufficiency of such consideration being hereby acknowledged, Vendor is willing to enter into this Non-Disclosure Agreement,

Now therefore, as evidenced by their signatures below, the parties hereby agree as follows:

1. The Vendor shall maintain and protect the confidentiality of the Confidential Information, the Vendor shall not disclose the Confidential Information to any person or entity and shall not challenge, infringe or permit or assist any other person or entity to disclose the Confidential Information or challenge or infringe any of the City’s license rights, trade secrets, copyrights, trademarks or other rights respecting the Confidential Information.

2. Except pursuant to a written agreement between the parties, the Vendor shall not directly or indirectly,  i) provide, make, use or sell, or permit or assist any other person or entity to provide, make, use or sell any services, devices or products incorporating any protected feature embodied in any of the Confidential Information;  ii) apply for or seek to register, or otherwise attempt to create, establish or protect any patents, copyrights or trademarks with respect to any of the Confidential Information; or  iii) use any name used by the other party, whether or not subject to trademark protection, or any confusingly similar name.

3. The Vendor shall not disclose the Confidential Information except to those persons employed by the Vendor, or its affiliates or subsidiaries, who have reasonable need to review the Confidential Information under the terms of this Agreement.

4. Vendor shall not make any copies, drawings, diagrams, facsimiles, photographs or other representations of any of the Confidential Information.

5. Upon request by the City, Vendor shall immediately return any Confidential Information in its possession, including all copies thereof.

6. Notwithstanding other provisions of this Agreement, the Agreement does not restrict the Vendor with respect to the use of information that is already legally in its possession, that is available to the Vendor from other sources without violating this Agreement or the intellectual property rights of the City or that is in the public domain.  Notwithstanding other provisions of this Agreement, this Agreement also shall not restrict the Vendor from providing, making, using or selling services, devices or other products so long as the Vendor does not breach this Agreement, violate the City’s intellectual property rights or utilize any of the Confidential Information.

7. The covenants in this Agreement may be enforced a) by temporary, preliminary or permanent injunction without the necessity of a bond or b) by specific performance of this Agreement.  Such relief shall be in addition to and not in place of any other remedies, including but not limited to damages.

8. In the event of a suit or other action to enforce this Agreement, the substantially prevailing party shall be entitled to reasonable attorneys’ fees and the expenses of litigation, including attorneys’ fees, and expenses incurred to enforce this Agreement on any appeal.

9. The Agreement shall be governed by and construed in accordance with Washington law.  The King County Superior Court or the United States District Court for the Western District of Washington at Seattle (if federal law is applicable) shall have the exclusive subject-matter jurisdiction of matters arising under this Agreement, shall have personal jurisdiction over the parties and shall constitute proper venue for any litigation relating to this Agreement.

10. For purposes of this Agreement, all covenants of the Vendor shall likewise bind the officers, directors, employees, agents, and independent contractors of the Vendor, as well as any direct or indirect parent corporation of the Vendor, direct or indirect subsidiary corporations of the Vendor and any other person or entity affiliated with or related to the Vendor or to any of the foregoing persons or entities.  The Vendor shall be liable to the City for conduct of any of the foregoing persons or entities in violation of this Agreement to the same extent as if said conduct were by the Vendor.

11. The Vendor shall not directly or indirectly permit or assist any person or entity to take any action which the Vendor would be barred by this Agreement from taking directly.

12. This Agreement shall bind and inure to the benefit of the heirs, successors and assigns of the parties.

IN WITNESS WHEREOF, the parties have duly executed this Agreement on the day and year first written above.

CITY OF KIRKLAND					________________________
							<Company Name>



By:____________________________	By:____________________________
Its:____________________________	Its:____________________________




[bookmark: _Toc425931399]Attachment C: Professional Services Agreement

PROFESSIONAL SERVICES AGREEMENT
Third-Party Quality Assurance for Enterprise Asset and Maintenance Management System Implementation
Job #62-15-IT


The City of Kirkland, Washington, a municipal corporation (“City”) and ____________________, whose address is ________________________ (“Consultant”), agree and contract as follows:

I. SERVICES BY CONSULTANT

A.	The Consultant agrees to perform the services described in Attachment ____ to this Agreement, which attachment is incorporated herein by reference.

B.	All services and duties shall be conducted and performed diligently, completely and in accordance with professional standards of conduct and performance.

II. COMPENSATION

A.	The total compensation to be paid to Consultant for these services shall not exceed $______________, as detailed in Attachment _____.

B.	Payment to Consultant by the City in accordance with the payment ceiling specified above shall be the total compensation for all work performed under this Agreement and supporting documents hereto as well as all subcontractors’ fees and expenses, supervision, labor, supplies, materials, equipment or the use thereof, reimbursable expenses, and other necessary incidentals.

C.	The Consultant shall be paid monthly on the basis of invoices submitted.  Invoicing will be on the basis of percentage complete or on the basis of time, whichever is applicable in accordance with the terms of this Agreement.   

D.	The City shall have the right to withhold payment to Consultant for any work not completed in a satisfactory manner until such time as Consultant modifies such work to the satisfaction of the City.

E.	Unless otherwise specified in this Agreement, any payment shall be considered timely if a warrant is mailed or is available within 45 days of the date of actual receipt by the City of an invoice conforming in all respects to the terms of this Agreement.





III.	TERMINATION OF AGREEMENT

The City or the Consultant may terminate this Agreement at any time, with or without cause, by giving ten (10) days’ notice to the other in writing.  In the event of termination, all finished or unfinished reports, or other material prepared by the Consultant pursuant to this Agreement, shall be provided to the City.  In the event the City terminates prior to completion without cause, consultant may complete such analyses and records as may be necessary to place its files in order.  Consultant shall be entitled to receive just and equitable compensation for any satisfactory work completed on the project prior to the date of termination, not to exceed the payment ceiling set forth above.  

IV.	OWNERSHIP OF WORK PRODUCT

A.	Ownership of the originals of any reports, data, studies, surveys, charts, maps, drawings, specifications, figures, photographs, memoranda, and any other documents which are developed, compiled or produced as a result of this Agreement, whether or not completed, shall be vested in the City.  Any reuse of these materials by the City for projects or purposes other than those which fall within the scope of this contract or the project to which it relates, without written concurrence by the Consultant will be at the sole risk of the City.

B.	The City acknowledges the Consultant’s plans and specifications as instruments of professional service.  Nevertheless, the plans and specifications prepared under this Agreement shall become the property of the City upon completion of the work.  The City agrees to hold harmless and indemnify consultant against all claims made against Consultant for damage or injury, including defense costs, arising out of any reuse of such plans and specifications by any third party without the written authorization of the Consultant.

C.	Methodology, materials, software, logic, and systems developed under this contract are the property of the Consultant and the City, and may be used as either the consultant or the City sees fit, including the right to revise or publish the same without limitation.

V.	GENERAL ADMINISTRATION AND MANAGEMENT

The ______________________ for the City of Kirkland shall review and approve the Consultant’s invoices to the City under this Agreement, shall have primary responsibility for overseeing and approving services to be performed by the Consultant, and shall coordinate all communications with the Consultant from the City.

VI.	COMPLETION DATE

The estimated completion date for the Consultant’s performance of the services specified in Section I is __________________.





Consultant will diligently proceed with the work contracted for, but consultant shall not be held responsible for delays occasioned by factors beyond its control which could not reasonably have been foreseen at the time of the execution of this Agreement.  If such a delay arises, Consultant shall forthwith notify the City.

VII.	SUCCESSORS AND ASSIGNS

The Consultant shall not assign, transfer, convey, pledge, or otherwise dispose of this Agreement or any part of this Agreement without prior written consent of the City.


VIII.	NONDISCRIMINATION  

Consultant shall, in employment made possible or resulting from this Agreement, ensure that there shall be no unlawful discrimination against any employee or applicant for employment in violation of RCW 49.60.180, as currently written or hereafter amended, or other applicable law prohibiting discrimination, unless based upon a bona fide occupational qualification as provided in RCW 49.60.180 or as otherwise permitted by other applicable law.  Further, no person shall be denied or subjected to discrimination in receipt of the benefit of any services or activities made possible by or resulting from this Agreement in violation of RCW 49.60.215 or other applicable law prohibiting discrimination.

IX.	HOLD HARMLESS/INDEMNIFICATION

Consultant shall defend, indemnify and hold the City, its officers, officials, employees and volunteers harmless from any and all claims, injuries, damages, losses or suits including attorney fees, arising out of or resulting from its negligence or breach of any of its obligations in performance of this Agreement.

In the event of liability for damages arising out of bodily injury to persons or damages to property caused by or resulting from the concurrent negligence of the Consultant and the City, its officers, officials, employees, and volunteers, the Consultant’s liability hereunder shall be only to the extent of the Consultant's negligence.  It is further specifically and expressly understood that the indemnification provided herein constitutes the Consultant's waiver of immunity under Industrial Insurance, Title 51 RCW, solely for the purposes of this indemnification.  This waiver has been mutually negotiated by the parties.  The provisions of this section shall survive the expiration or termination of this Agreement.

X.	LIABILITY INSURANCE COVERAGE

The Consultant shall procure and maintain for the duration of the Agreement, insurance against claims for injuries to persons or damage to property which may arise from or in connection with the performance of the work hereunder by the Consultant, its agents, representatives, or employees.  A failure to obtain and maintain such insurance or to file required certificates and endorsements shall be a material breach of this Agreement.




Consultant’s maintenance of insurance as required by the agreement shall not be construed to limit the liability of the Consultant to the coverage provided by such insurance, or otherwise limit the City’s recourse to any remedy available at law or in equity.

A. Minimum Scope of Insurance

Consultant shall obtain insurance of the types described below:


1. Automobile Liability insurance covering all owned, non-owned, hired and leased vehicles.  Coverage shall be written on Insurance Services Office (ISO) form CA 00 01 or a substitute form providing equivalent liability coverage.  If necessary, the policy shall be endorsed to provide contractual liability coverage.

2. Commercial General Liability insurance shall be written on ISO occurrence form CG 00 01 and shall cover liability arising from premises, operations, independent contractors and personal injury and advertising injury.  The City shall be named as an additional insured under the Consultant’s Commercial General Liability insurance policy with respect to the work performed for the City.

3. Workers’ Compensation coverage as required by the Industrial Insurance laws of the State of Washington.

4. Professional Liability insurance appropriate to the Consultant’s profession.

B.	Minimum Amounts of Insurance

Consultant shall maintain the following insurance limits:

1. Automobile Liability insurance with a minimum combined single limit for bodily injury and property damage of $1,000,000 per accident.
2. Commercial General Liability insurance shall be written with limits no less than $1,000,000 each occurrence, $2,000,000 general aggregate.
3. Professional Liability insurance shall be written with limits no less than $1,000,000 per claim and $1,000,000 policy aggregate limit.

C.	Other Insurance Provisions

The insurance policies are to contain, or be endorsed to contain, the following provisions for Automobile Liability and Commercial General Liability insurance:

1. The Consultant’s insurance coverage shall be primary insurance as respects the City.  Any insurance, self-insurance, or insurance pool coverage maintained by the City shall be excess of the Consultant’s insurance and shall not contribute with it.





2. The Consultant shall provide the City and all Additional Insureds for this work with written notice of any policy cancellation, within two business days of their receipt of such notice.  

D.	Acceptability of Insurers

Insurance is to be placed with insurers with a current A.M. Best rating of not less than A:VII.

E.	Verification of Coverage

Consultant shall furnish the City with original certificates and a copy of the amendatory endorsements, including but not necessarily limited to the additional insured endorsement, evidencing the insurance requirements of the Consultant before commencement of the work.

F.	Occurrence Basis 

Any policy of required insurance shall be written on an occurrence basis.

XI.	COMPLIANCE WITH LAWS/BUSINESS LICENSE

The Consultant shall comply with all applicable State, Federal, and City laws, ordinances, regulations, and codes. Consultant must obtain a City of Kirkland business license or otherwise comply with Kirkland Municipal Code Chapter 7.02.

XII.	FUTURE SUPPORT

The City makes no commitment and assumes no obligations for the support of Consultant activities except as set forth in this Agreement.

XIII.	INDEPENDENT CONTRACTOR

Consultant is and shall be at all times during the term of this Agreement an independent contractor and not an employee of the City.  Consultant agrees that he or she is solely responsible for the payment of taxes applicable to the services performed under this Agreement and agrees to comply with all federal, state, and local laws regarding the reporting of taxes, maintenance of insurance and records, and all other requirements and obligations imposed on him or her as a result of his or her status as an independent contractor.  Consultant is responsible for providing the office space and clerical support necessary for the performance of services under this Agreement.  The City shall not be responsible for withholding or otherwise deducting federal income tax or social security or for contributing to the state industrial insurance of unemployment compensation programs or otherwise assuming the duties of an employer with respect to the Consultant or any employee of Consultant.





XIV.	EXTENT OF AGREEMENT/MODIFICATION

This Agreement, together with all attachments and addenda, represents the final and completely integrated Agreement between the parties regarding its subject matter and supersedes all prior negotiations, representations, or agreements, either written or oral.  This Agreement may be amended only by written instrument properly signed by both parties.


XV.	ADDITIONAL WORK

The City may desire to have the Consultant perform work or render services in connection with the project other than provided for by the express intent of this contract.  Any such work or services shall be considered as additional work, supplemental to this contract.  Such work may include, but shall not be limited to, ____________________________.  Additional work shall not proceed unless so authorized in writing by the City.

Authorized additional work will be compensated for in accordance with a written supplemental contract between the Consultant and the City.

IN WITNESS WHEREOF, the parties hereto have executed this Agreement on the dates written below:

CONSULTANT:	CITY OF KIRKLAND:


By:  			By:  		
			Kurt Triplett, City Manager

Date:			Date:			
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Prepared by:
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IT Manager — Enterprise Applications
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July 22, 2015
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1. Project Introduction:

Lucity is proposing to provide application software and associated professional services to the City of
Kirkland, Washington (“City”) to deliver an enterprise level, comprehensive solution that meets the
business needs of the Public Works, Facilities, Parks and Information Technology Departments. To this
end, the City and Lucity have mutually prepared a Statement of Work (SOW) to clearly frame and define
all software, services, tasks, roles, responsibilities, assumptions, expectations etc. germane to the
successful implementation and deployment of the Lucity Enterprise Asset / Maintenance Management
system.

To the extent possible, it is the intent of both parties to limit custom programming requirements and
leverage the specific functionality inherent to the Lucity application and “best practices” of other cities
to accomplish similar functions. The Lucity implementation team shall assist in configuration and
integration analysis and workflow consulting in order to accomplish this; however it will be expected
that the City mirror these accepted processes every chance possible.

This Statement of Work (SOW) is to provide a thorough and accurate description of the following
metrics:

e What software and services will be delivered;

e How will the software and services be delivered;

e Who will deliver which software and services;

e When will the software and services be delivered;

e Where will the software be delivered and where will the services be performed to
successfully deliver the requisite business processes as defined by the City of Kirkland

**Lucity shall have the right to assign personnel to the consulting agreement but the City shall have the
right to review the Lucity personnel assigned to the project. This includes, but is not limited to, the
ability to request a suitable and qualified replacement in a timely manner with specific written reasons
for such request. Lucity warrants that each person assigned to the job will be for the duration of the
project except as specified by City or due to the following exceptions: illness, death, termination, or
resignation from Lucity. No subcontractor shall be used on the project without the express written
approval of the City.

2. Project Timeline:

The implementation of the project will be the responsibility of a joint City and Lucity Implementation
Team. It is understood and acknowledged by both parties that a definitive project plan will be drafted
and presented as an early deliverable upon completion of the Initiation Milestone (a preliminary project
timeline by phase is included herein for reference purposes only). The project will subsequently be
guided and implemented based upon this mutually agreed project plan.

Project Timeliness & Access

The Implementation estimated project timeline is 24 months from the agreed Kickoff date, and both
parties shall work diligently to deliver the comprehensive solution within that timeframe. It's
understood between both parties that a project plan will be drafted as an early deliverable in the
“Initiation” milestone and all Pre-Assessment Tasks will need to be completed before this project plan
can be finalized. This statement of work allows for minimal delays caused by either Lucity or the City
(e.g., creation of technical environments, availability of personnel, timing of business decisions, etc.) as
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adherence to the project schedule and maintaining the defined scope is a cornerstone of the Statement
of Work. As such, requests to increase the scope and/or timeframe, such as additional configuration
assistance, changes, or previously undisclosed information, which has a direct, material impact (increase
or decrease) on the services documented in this contract, will be discouraged. Nevertheless, as an
outcome of any change, Lucity and/or the City may amend the timeline, costs and/or tasks provided in
the document as additional detailed information is obtained relative to the City’s functional and
technical business requirements.

e The City and Lucity will put forth their best efforts to meet all required deliverable dates
outlined and agreed as part of this project.

e Lucity and the City will provide appropriate “process experts” who will be available for interview
with reasonable notice and will have adequate knowledge of the process to provide definitive
answers regarding the process and associated business rules.

e Process owners (department heads, managers, supervisors) will be available with reasonable
notice to confirm and validate the results of the process interviews. In the event questions arise
regarding the correct policy or process, the question will be resolved in a timely manner.

e The City and Lucity personnel will attend and be on time for all scheduled process interviews,
technical “side bars,” question resolution sessions and ‘sign-off’ meetings. The City’s personnel
will remain available throughout the scheduled time period.

e The City of Kirkland will designate personnel that are authorized to approve and accept the
various process documents and final set ups that will be completed by Lucity.

e Lucity personnel will have necessary access to city servers and computers being utilized to host
the Lucity application. Access will be scheduled and approved in advance by the City and will
only be for work related to this project. Lucity and City personnel will work together to
determine appropriate rights and roles associated with this access. In addition, Lucity personnel
will be required to submit a background check prior to obtaining access from the City.

3. Components to be provided by Lucity:

Site licenses for the following Lucity components shall be provided, installed, & implemented by Lucity
to fulfill the business requirements in the Asset Record Tracking, Asset Lifecycle Management,
Parts/Supplies Inventory, Preventive Maintenance (PM)/Scheduling, Work Management, Customer
Service Requests, GIS Integration, Billing, Reporting processes delineated in the RFP (List to be refined in
meetings with Lucity):

e Lucity Work

e Lucity Citizen Portal

e Lucity Assets

e Lucity GIS Desktop
Lucity GIS Web

Lucity GIS Viewer

Lucity Mobile

Lucity Mobile Barcoding
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Project Methodology:

It is intended that this project be implemented in phases to include each Lucity component listed
above under Lucity Software and Services; within each phase, there will be a series of milestones,
activities, tasks and sub-tasks.

A summary description of the tasks/expectations to be managed within each implementation
milestone by both Lucity and designated City project team members is as follows:

Initiation Milestone: Major Objectives & Tasks

= |nitiation Meeting: A meeting will take place as soon as possible after issuance of the
Notice to Proceed to introduce key Project Team members and initiate project activities.
0 The project will include the following Functional Groups:

= Public Works Storm Water / Sewer Division
e Sewer: Collections, Pump Stations, CCTV, SSOs, and FOG
e Storm Water: Storm, BMP, CCTV
= Facilities Services
e Buildings and Equipment
= Public Works Streets & Grounds Division
e Streets, Signs, Signals, Street Lights, Rights-of-Way, Trees
= Public Works Water Division
e Distribution and Backflow
= Parks Operations
e Parks and Trees
GIS Division

e Sewer, Storm, Water, Streets/Grounds, Parks

0 Participants in the Initiation Meeting should include the following Project Team

members:
Lucity City
e Project Manager e Project Director

e Relationship Manager e GIS Manager
e Project Manager
e Sr. Applications
Analyst/Programmer
e Sr.GIS Analyst/Programmer
e PW Business Analyst
e City Business Analyst for Facilities
and Parks
e Leadership Representative
= |T Audit: A meeting will take place as soon as possible after Initiation for us to provide
guidance to the City’s IT SME pertaining to LucityAM enterprise architecture and security
designs. An outline of the expected agenda for the IT Audit Meeting follows.
0 The assumption is that City will provide needed hardware and supporting software,
and confirm basic operation of hardware prior to installation of LucityAM
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0 System Design and Tuning document is intended to provide understanding of
LucityAM as it pertains to the City’s enterprise infrastructure and security policies,
and the expected maximum number of concurrent users

0 IT Questionnaire serves to gather information regarding the City’s resources,
preparedness, and capabilities for installing and managing LucityAM and leveraging
GIS integration

0 Participants in the IT Audit Meeting should include the following Project Team

members:
Lucity City
e IT Specialist e Project Manager

e Sr. Applications
Analyst/Programmer
e Sr. GIS Analyst/Programmer
e SMEs—IT
Develop Project Plan — A project plan will be developed to detail the project scope,
objectives, participants, phases and timeline, activities, risks, communication plan, change
management plan, budget and process.

0 There will be four (4) implementation phases as indicated below, with the addition
of an initial GIS ‘phase’ which will be incorporated within all four (4) of the
divisional/operational phases. Adjustments will be made per the City’s stated
priorities.

=  PhaseO:
e GIS Data Audit Plan

e  GIS System Architecture Evaluation (Server, Desktop, Mobile, and
GPS)

= Phase 1: Public Works Storm Water / Sewer Division & Facilities Services
= Phase 2: Public Works Water Division

= Phase 3: Public Works Streets & Grounds Division

=  Phase 4: Parks Operations

Kick-Off - An on-site trip will be made to transfer knowledge between Project Team
members, gather information, and set the stage for subsequent Implementation tasks.
0 Participants in the Kickoff Trip activities should include:

Lucity City
e Project Manager e Project Director
e Implementation Lead e Project Manager

e Relationship Manager e GIS Manager

e Sr. Applications
Analyst/Programmer

e Sr. GIS Analyst/Programmer

e PW Business Analyst

e City Business Analyst for Facilities
and Parks

e Functional Group Administrators

e SMEs—GISandIT

e Leadership Representative
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Function ‘ Responsibility
‘ City Lucity
Finalize Project Team, define agency involvement and project plan and schedule
= Review roles, responsibilities, and personnel assignments RA R
= |dentify primary contacts and exchange contact information RA R
= Verify System Requirements RA C
= Verify all business/systems requirements and business processes that are in RA C
scope for the implementation
= Set date for IT Audit, Installation, and Kickoff tasks — our recommendation R RA
is for the IT Audit to be completed as soon as possible, and Installation to
be completed prior to Kickoff
= Deliver “Welcome to the Lucity Family” information packet | RA
Confirmation of all Lucity functional and system configuration requirements RA R
Verify licensing details (products and users), identify distinct Functional Groups that will R RA
utilize LucityAM
Validation of hardware that needs to be ordered and/or set up (as for VM's) RA C
Identify appropriate system architecture, hardware availability RA C
Ensure Hardware delivery and installation dates RA |
IT Audit
O Software
=  Review “Hardware and Software Recommendations”, “System Design and R RA
Tuning”, and “IT Questionnaire” documents — Questionnaire to be
completed by the City RA
= Define System Best-Practices | RA
= Discuss the Installation task and related activities, and identify needed RA RC
actions prior to LucityAM installation
O Access
= Discuss providing Implementation Lead remote access (VPN) into installed RA |
LucityAM to facilitate completion of Implementation tasks
0 Project Plan
= Confirm dates for Installation and Kickoff tasks RA RC
0 Action Items
=  Complete IT Questionnaire. RC RA
=  Provide LucityAM install design and system architecture diagram, and RA |
executed VPN access forms (if required)
Develop Project Plan
0 Define strategies for delivery, integration and organizational structure of RA C
implementation of Lucity solution
0 Confirm Project Team and Functional Groups RA C
0 Define project roles & responsibilities RA C
0 Discuss what is expected of Project Team members throughout project RA C
0 Review schedule, and discuss how LucityAM will “go-live” in the Enterprise, with all RA C
Functional Groups in a Phased approach, with Functional Groups having different
milestones
=  Completion of the Project Charter RA C
= Detailed Project Plan including Activity / Task list, timeline and major RA C
milestones
=  Confirm Project Budget, select project budget monitoring process RA C
= Develop Risk Register and Risk Mitigations RA C
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Function ‘ Responsibility
‘ City Lucity
= Develop Responsibility Assignment Matrix (RACI) RA C
= Define change management plan RA C
=  Develop communications plan RA C
= Define Issues Management Process, select Issue Management Tool RA C
= Develop Training schedule, resources and training delivery RA C
= Develop Project Acceptance Test plan RA C
= Setup Project specific collaboration site for managing key project RA C
documents
Kick-Off Meeting
O LucityAM Software Demonstration
=  Present functional overview — typical user workflows for inspections, work | RA
orders, etc. and “out of the box” capabilities including reporting (standard
templates and ad hoc), GIS integration, and data interfaces
= Review default “Work Flow Setup” data, Ul templates (dashboards and | RA
data forms/views), and default user groups/roles
0 Functional Groups
= |dentify each Group’s place (Department, Division, etc.) within the RC RA
organizational structure of the City
= Confirm with each Group Administrator those persons assigned to serve as RC RA
Group SMEs for Configuration task
=  Examine current basic business processes of each Group with associated RC RA
data, reporting, and integration requirements
= Review with each Group their Work Flow Setup spreadsheet with default RC RA
data — spreadsheet to be completed by the City
0 GIS and Applications
= Discuss completed Installation task and related activities, and identify RC RA
needed actions prior to initiation of Configuration — GIS task
0 Access
= Verify Implementation Lead has remote access into installed LucityAM RA R
0 Project Plan
= |dentify any needed revisions to Project Plan based on knowledge gained RA R
from Kickoff Trip activities
=  Set date for Configuration — Discovery Workshop task R RA
O Action Items
RC RA

0 Complete Work Flow Setup spreadsheets — these spreadsheets are
used to record data required to define Categories, Problems,
Causes, Tasks, and Resources (Employees, Crews, Equipment,
Materials, Fluids, Contractors) for Functional Groups with Lucity
Work — Work Administrator

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.
= Informed: Those who are kept up-to-date on progress, often only on completion of the task or

ttllf

deliverable; and with whom there is just one-way communication.
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Installation and Basic Systems Testing: Major Objectives & Tasks

= Install - The Implementation Lead will assist the Sr. Applications Analyst/Programmer and

Sr. GIS Analyst/Programmer with downloading the LucityAM Installation Components
(current version with latest service pack) from the Lucity Support Center web site, and

following instructions provided in the Install Manual.
0 Participants in the Installation activities should include:
Lucity City
e IT Specialist e Project Manager
e Implementation Lead GIS Manager
e Sr. Applications
Analyst/Programmer

e Sr.GIS Analyst/Programmer

Function ‘ Responsibility
\ City Lucity
Prepare servers for Lucity installation
0 Prepare File and Services Server (Application Server)
O Prepare Database / Web server RA |
O Prepare GIS Web Server RA |
0O Prepare Mobile server RA |
0 Prepare Citizen Portal / REST APl / Document server RA |
0 Test server to server connectivity, performance RA |
0 Create Maintenance server plans, add to City configuration database RA |
0 Create installation Configuration diagram / document RA |
Lucity system installation on City network
0 Establishing multiple environments for testing/training, production, and RA C
backup/recovery
0 Install Lucity Application/components RA R
0 Using User Import tool in Lucity Security to import users into LucityAM, and RA R
associate users to Windows Login accounts
0 Using Lucity Security to set controls for user access and assign group/role RA R
permissions for various LucityAM functions
0 Performing system-level testing (to ensure satisfactory performance) and RA C
performance tuning actions (if necessary)
Basic testing which assures that the software can be used in the customer environment RA C
but which is not yet functional testing.
Application Administration Training R RA

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.
= Informed: Those who are kept up-to-date on progress, often only on completion of the task or

IIIII

deliverable; and with whom there is just one-way communication.
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Configuration Milestone: Major Objectives & Tasks

= Discovery — Discovery Workshops will be completed — an on-site trip for each of the
proposed implementation phases. Each Discovery Workshop will be a series of sessions that
focus on refining the default LucityAM configuration to support the specific operational
needs of the distinct Functional Groups. Discovery workshops to define detailed
requirements and processes.
0 Participants in the Configuration — Discovery Workshop activities should include:

Lucity City
e Project Manager e Project Manager
e Implementation Lead e Sr. Applications

Analyst/Programmer
e Sr. GIS Analyst/Programmer
e PW Business Analyst
e City Business Analyst for Facilities
and Parks
e Functional Group Administrators
e SMEs—GISandIT
=  Functional Group Meetings - Finalizing the LucityAM configuration will be an iterative
process. The Implementation Lead will first make an on-site trip to meet with each
Functional Group to review the initial configuration, and identify needed refinements. With
subsequent refinements, additional meetings (remote via WebEx) will be made to review
the latest LucityAM configuration which will include GIS integration, loaded data, custom
reporting, and custom integration (if required) as these become available. The process will
continue until the LucityAM operational needs of the Groups are met.
0 Participants in the Configuration — Functional Group Meetings task should include:
Lucity City
e Implementation Lead e Sr. Applications
Analyst/Programmer
e Sr.GIS Analyst/Programmer
e PW Business Analyst
e City Business Analyst for Facilities
and Parks
e Functional Group Administrators
e SMEs - Groups
= Configuration — Actual LucityAM configuration on City servers and network
0 Participants in the Configuration task should include:
Lucity City
e Implementation Lead e Sr. Applications
Analyst/Programmer
e Sr.GIS Analyst/Programmer
e PW Business Analyst
e City Business Analyst for Facilities
and Parks
=  Reporting - Although we expect the LucityAM reporting capabilities (standard templates and
ad hoc) will meet most of the City’s needs, some supplemental custom reports will likely be
desired/required. The number and nature of such custom reports will be defined from the
Configuration activities. Custom reports can be designed, developed, and incorporated into
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Discovery Workshop
0 Discovery workshops to define detailed requirements and processes.
0 Functional Groups

o GIS

0 Applications

0 Project Plan

0 Action Iltems

LucityAM by the City or a third-party. Alternatively, we can deliver custom report templates

(using Crystal Reports) through negotiated additional services.
0 Participants in the Reporting tasks should include:
Lucity City
e Implementation Lead e Sr. Applications
Analyst/Programmer
e Sr.GIS Analyst/Programmer
e PW Business Analyst
e City Business Analyst for Facilities
and Parks
= GIS - The Implementation Lead will work with the GIS Administrator, Sr. GIS

Analyst/Programmer and the Sr. Applications Analyst/Programmer to configure and test the

bi-directional LucityAM/GIS integration.
0 Participants in the GIS tasks should include:

Lucity City
e GIS Specialist/IT e Sr. Applications
Specialist Analyst/Programmer

e Implementation Lead e Sr.GIS Analyst/Programmer

Function \

= Examine details (what, who, how, and why) of business processes of each
Group, and identify potential revisions to improve results and best leverage
capabilities of LucityAM

= Review with each Group their completed Work Flow Setup spreadsheet,
and identify any additional data revisions for initial LucityAM configuration

= |dentify revisions to dashboards, data forms/views, and default user
groups/roles for each Group

= Discuss available data from sources other than GIS to be incorporated (i.e.
“loaded”) into LucityAM — data to be gathered by the City

= |dentify any supplemental reporting and/or integration needs to be
addressed with LucityAM implementation

= Discuss use of Lucity Administration Tool — Map Setup to define maps, and
assign to user groups/roles

= Discuss installation and testing of Lucity Mobile Server, and downloading
and installation of Lucity Mobile —to be completed by the City

= |dentify software instances the City will need (e.g. training, testing,
development/configuration, production and archival.

= |dentify any needed revisions to Project Plan based on knowledge gained
from Discovery Workshop activities
= Set date for Configuration — Functional Group Meetings task

= Apply initial configuration to installed LucityAM based on revised Work

Responsibility

City
RC

RC

RC
RC
RA

RA

RA

RA

RA

RA
RA

RC

Lucity
RA

RA

RA

RA
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Function ‘ Responsibility
‘ City Lucity
Flow Setup data and revised user dashboards, data forms/views, maps, and
groups/roles
= Deliver data from sources other than GIS to Implementation Lead for RA R
evaluation
=  Evaluate options for supplemental reporting and/or integration, and RA R
identify next steps
= |nstall and test Mobile Server, and download and install Lucity Mobile RA R
Functional Group Meetings
0 Distribution and application of the documented business requirements and RA R
business processes to Implementation Team to produce a fully-configured Lucity
Enterprise Asset / Maintenance Management system Participants in the
Configuration
Lucity Application Configuration
0 Initial onsite configuration system review with project team RC RA
0 System Primary Baseline Configuration
0 Configuration of user roles, rights and security defined in the Project Definition RC RA
document
0 Configuration of all enterprise-level validation lists, system setup RC RA
0 Configuration of Lucity AM modules RC RA
= Asset Management Module Setup
=  Work Management Module Setup (Categories, Employees, Crews, Contractors, RC RA
Equipment, Materials, Time Costs, Fluids, Tasks, Causes and Classifications)"
= Customer Requests Module Setup (Customers, Scripts, Knowledge Base, RC RA
Notifications, Workflow Routing)
= |nventory Module Setup RC RA
=  Workflow Setup RC RA
= Preventive Maintenance (PM)/Scheduling modules. RC RA
0 Configuration of all business/systems requirements defined in the Project RA RC
Definition document.
0 Set up prototype to test initial configuration design RA RC
O Revise / Finalize any needed module configurations RC RA
Reporting
O Reports Review and Enhancement Requirements R RA
0 Crystal Reports Training (as it relates to Lucity reporting; requires basic level of R RA
Crystal Report knowledge)
GIS Configuration
0 Clarify present-day GIS data flow, process and architectural context and determine RA RC
Future GIS data flow, process for LucityAM
0 GIS to LucityAM Integration
= Use Lucity Administration Tool to create geodatabase connection string to RC RA
serve as primary link between ArcMap and LucityAM
= Use Geodatabase Configuration tool in ArcCatalog to link feature classes to RC RA
LucityAM
= Use Lucity Editor ArcMap extension to load attributes of linked feature RC RA
classes into LucityAM database tables
0 LucityAM to GIS Integration
= Use ArcGlIS Server to publish map services containing linked feature classes RC RA
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Function ‘ Responsibility

‘ City Lucity
with Feature Access capabilities enabled (i.e. feature services) [ feature
services to serve as primary link between LucityAM and geodatabase
= Use Administration Tool to add feature services to geodatabase connection RC RA

string
0 Lucity GIS Web to LucityAM Integration also applicable to integration of Collector
for ArcGIS (and any other third-party mapping application) to Lucity AM
= Use Geodatabase Configuration tool to set up “GIS Task” to check feature RC RA
services at scheduled time interval, and push any updates to LucityAM
0 Lucity Spatial Generator Configuration
= Use Administration Tool to enable the Lucity Spatial Indexer process, and RC RA
set maximum number of days to process spatial history of information
related to work order and service request locations (addresses,
coordinates) and related assets

= Use Administration Tool to set up URL for Geocoding Service for processing RC RA
locations
=  Use Administration Tool to set up Edit Map Service URL for processing RC RA
assets
0 GIS Map Setup
= Use Administration Tool to create maps (by layering map services) for RC RA
Lucity GIS Web, Lucity Mobile, and Lucity GIS Viewer
= Use Map Setup In Administration Tool to assigh maps to user groups/roles RC RA
0 Show in Map Tool Configuration
= Use Show in Map Configuration tool in ArcCatalog to define settings for RC RA
launching maps from LucityAM (Desktop, Web, Mobile Uls)
O GIS data available at the time of the Configuration — GIS task efforts will be loaded RA RA

into LucityAM, and necessary training will be provided to the City to load additional
GIS data that may become available later.

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation
type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable
specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.

“I” = Informed: Those who are kept up-to-date on progress, often only on completion of the task or
deliverable; and with whom there is just one-way communication.

Integration & Customization Scoping Milestone: Major Objectives & Tasks

Integration & Customization — Lucity will assist the City with the setup of interfaces with
external systems (SCADA and CCTV ) to routinely incorporate new data (e.g. inspections,
readings) into LucityAM. The Implementation Lead will use the Import & Update user interface
to establish data mapping with the appropriate systems, name and save defined “imports”, and
complete loading processes to verify proper operation of the interfaces.

The City will learn how to use the Lucity REST API to perform integrations with the Finance
system or find alternative integration methods. The Lucity REST API and Lucity Citizen REST API
are provided for development of custom applications that communicate with LucityAM. The
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supplemental integration needs that will require such custom development will be defined from
the Configuration activities. City and Lucity will determine requirements for any necessary
supplemental integration (e.g. Sungard IFAS, GIS Browser, Mobile GIS) using the Lucity REST
APls, and provide expected effort and associated costs for the work to be completed through
negotiated additional services. Custom development will likely require collaboration with the

City, other software vendors and/or third-party developers.
0 Participants in the Integration tasks should include:

Lucity City
e IT Specialist e Sr. Applications
e Implementation Lead Analyst/Programmer

e Sr.GIS Analyst/Programmer
e PW Business Analyst

e City Business Analyst for Facilities

and Parks
e Finance SMEs

Function \ Responsibility
\ City Lucity
Integration / Interface Configuration
0 Determine the necessary system source(s), data, transfer frequencies, and transfer R RA
schedule to be included in integration as it relates to GIS, mobile solutions, Finance
system, CCTV and SCADA integrations
0 Configuration of Lucity CCTV Import and SCADA runtime Import integrations in R RA
conjunction with the Public Works Storm Water/Sewer & Facilities Implementation
Milestone.
0 Complete needs assessment for Finance system integration as listed in Section 6.0
Data Migration and Importation.
Financial System Integration / Interface.
0 Determine requirements for necessary supplemental integration for Sungard IFAS RA C
using the Lucity REST API and provide expected effort and associated costs for the
work to be completed through negotiated additional services.
= Complete Lucity configuration in support of personnel/timekeeping RA C
=  Complete Lucity configuration in support of GL Budget and Labor RA C
Distribution
= Using Lucity REST API’s develop interface to Sungard IFAS RA C
= Testinterface RA C
= Document interfaces and processes RA C
GIS Browser, Mobile GIS Integration / Interface.
0 Determine requirements for necessary supplemental integration for GIS Browser, RA C
Mobile GIS using the Lucity REST APl and provide expected effort and associated
costs for the work to be completed through negotiated additional services.
=  Complete Lucity configuration in support of GIS Browser (if any) RA C
=  Complete Lucity configuration in support of Mobile GIS (if any) RA C
= Using Lucity REST API’s develop interface to GIS Browser
= Using Lucity REST API’s develop interface to Mobile GIS RA C
= Test interfaces RA C
= Document interfaces and processes RA C
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“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation
type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable
specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.

“I” = Informed: Those who are kept up-to-date on progress, often only on completion of the task or
deliverable; and with whom there is just one-way communication.

Data Migration Scoping Milestone: Major Objectives & Tasks

Data Migration - The Import & Update tool is used to set up interfaces with external data
collection systems ( SCADA and CCTV ) to routinely incorporate new data (e.g. inspections,
readings) into LucityAM. The Implementation Lead will use the Import & Update user interface
to establish data mapping with the appropriate systems, name and save defined “imports”, and
complete loading processes to verify proper operation of the interfaces.

= |mportation and integration of all data mapped/defined in the Project Definition documents
and conduct initial testing of imported and integrated tabular and GIS data
= GIS - As described for the Configuration — GIS task, data from the City’s GIS will be
loaded into LucityAM as part of the GIS to LucityAM Integration.
= Other Sources - The Lucity Import & Update tool is used for loading data into
LucityAM from ODBC, OLE, ASClI-delimited text, and XML sources. Data from
sources other than GIS gathered by the City and delivered to the Implementation
Lead for loading should (if possible) be in compatible formats.
0 Participants in the Data Migration tasks should include:
Lucity City
e Implementation Lead e Sr. Applications
Analyst/Programmer
e Sr.GIS Analyst/Programmer
e PW Business Analyst
e City Business Analyst for Facilities

and Parks
Function \ Responsibility
‘ City Lucity

Preliminary Data Integrity Analysis RA C
Complete needs assessments for Hansen Data Migration RA C
Identify and plan for any necessary data cleanup to be performed by City of Kirkland RA |
Train Sr. Applications Analyst/Programmer in the use of Lucity Import & Update tool R RA
Complete data mapping / data load definitions RA C
Migrate / convert data RA C
Test converted data RA C

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.

“I” = Informed: Those who are kept up-to-date on progress, often only on completion of the task or

deliverable; and with whom there is just one-way communication.
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Pilot Testing & Prepare for Go-Live Milestone: Major Objectives & Tasks

Pilot Testing — Preliminary testing to confirm configuration, stability and performance of the

Lucity Installation.

Go-Live — Final system preparation and activities to ensure that the first implementation phase
can be completed and Lucity, City IT Staff and Business Staff are ready to support production use

of the system.

0 Participants in the Pilot Testing & Prepare for Go-Live tasks should include:

Lucity City
e T Specialist e Sr. Applications
e Implementation Lead Analyst/Programmer

e Relationship Manager e Sr. GIS Analyst/Programmer

e PW Business Analyst

e City Business Analyst for Facilities

and Parks
Function \ Responsibility
‘ City Lucity

Provide base training materials for client, web and mobile application | RA
Customize training materials for City use, as needed RA C
Develop and mutually approve test plan(s) RA RC
Review and confirm Pilot Training & Testing schedule and attendees RA C
Conduct training for City designated pilot users (testers) cl RA
Prepare training and testing environment RA C
Client initial system evaluation testing - Verification / validation of system RA RC
configuration, performance, stability, integration and accuracy.
Document testing results RA |
Refinement of configuration, workflows, processes following testing, as needed RA RC
Develop Cutover Plan, Schedule and Communication RA C
Confirm Issues Communication, Tracking and Resolution Management Plan RA RC
System Implementation Failure Plan — Contingency RA RC
Execution of cutover from training to production environment (GIS, Data Imports, RA RC
Integrations, etc.)
Draft System Documentation for internal support RA C
Confirm PW Storm/Sewer & Facilities Implementation Schedule RA C
City of Kirkland Install, Configure, Pilot Phase Sign-off RA C

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.

“I” = Informed: Those who are kept up-to-date on progress, often only on completion of the task or

deliverable; and with whom there is just one-way communication.
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Public Works Storm Water/Sewer & Facilities Implementation Milestone: Major Objectives &

Tasks

PW Storm Water/Sewer & Facilities — Phase | of the functional groups to be implemented will

include PW Storm Water/Sewer division and Facilities.

0 Participants in the Pilot Testing & Prepare for Go-Live tasks should include:

Lucity City
e |T Specialist e Sr. Applications
e Implementation Lead Analyst/Programmer

e Relationship Manager e Sr. GIS Analyst/Programmer
e PW Business Analyst
e City Business Analyst for Facilities

e PW Storm Water/Sewer SMEs and

End-Users
e Facilities SMEs and End-Users

Function Responsibility
City Lucity

Public Works Storm Water & Sewer Implementation including mobile deployment and

workflow setup

0 Definition and delivery of agency’s processes and unique business workflows for RA C
PW Storm/Sewer

0 Confirm configuration of all modules to support PW Storm Water & Sewer division RA RC
including workflow

0 Confirm configuration of Lucity Mobile module and mobile devices for PW Storm RA RC
Water & Sewer division

Facilities Implementation including mobile deployment and workflow setup

0 Definition and delivery of agency’s processes and unique business workflows for RA C
Facilities

0 Confirm configuration of all modules to support Facilities division including RA RC
workflow

0 Confirm configuration Lucity Mobile module and mobile devices for Facilities RA RC
division

Comprehensive onsite end-user training for PW Storm & Sewer, Facilities personnel

0 Deliver Training Schedules / Materials C RA

0 Schedule Staff RA C

0 Provide Training Site, Equipment for Staff / Employees RA |

0 Training Kickoff RA C

0 Prepare Site (daily) RA |

0 Attend Training RA

0 Comprehensive End-User Training for PW Storm Water & Sewer , Facilities R RA
personnel

0 Comprehensive End-User Training for Inventory R RA

0 Comprehensive End-User Training for Financial Services (timekeeping, labor R RA
distribution, financial integration - TBD)

O Field (Mobile) user Training R RA

PW Storm Water & Sewer , Facilities Go-Live

0 Conduct on-site Go-Live support R RA
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Function

Responsibility

‘ City Lucity
O Reportissues RA R
0 Track reported issues, coordinate resolution with Lucity, track resolution RA R
0 Refine Public Works Storm Water & Sewer business rules/configuration as needed RA R
during users acceptance testing
0 Refine Facilities business rules/configuration as needed during users acceptance RA R
testing
0 Confirm configuration for PW Storm Water & Sewer, Facilities RA R
Confirm PW Streets & Grounds Implementation Schedule RA RC
City of Kirkland PW Storm Water & Sewer Phase Sign-off RA C
City of Kirkland Facilities Phase Sign-off RA C

Public Works Streets & Grounds Implementation

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.
Those who are kept up-to-date on progress, often only on completion of the task or

ulll

= Informed:
deliverable; and with whom there is just one-way communication.

Public Works Streets & Grounds Implementation Milestone: Major Objectives & Tasks

PW Streets & Grounds — Phase Il of the functional groups to be implemented will include PW

Streets & Grounds division.

0 Participants in the Pilot Testing & Prepare for Go-Live tasks should include:

Lucity City
e |T Specialist °
¢ Implementation Lead Analyst/Programmer
e Relationship Manager e Sr. GIS Analyst/Programmer
e PW Business Analyst
e PW Streets & Grounds SMEs and
End-Users

Sr. Applications

Function

including mobile deployment and

workflow setup

o

(o}

Definition and delivery of agency’s processes and unique business workflows for
PW Streets & Grounds

Confirm configuration of all modules to support PW Streets & Grounds division
including workflow

Confirm configuration Lucity Mobile module and mobile devices for PW Streets &
Grounds division

Responsibility

City

RA
RA

RA

Lucity

RC

RC
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Function ‘ Responsibility
‘ City Lucity

Comprehensive onsite end-user training for PW Streets & Grounds personnel
0 Deliver Training Schedules / Materials C RA
0 Schedule Staff RA C
0 Provide Training Site, Equipment for Staff / Employees RA |
0 Training Kickoff RA C
0 Prepare Site (daily) RA |
0 Attend Training RA
0 Comprehensive End-User Training for PW Streets & Grounds personnel R RA
0 Comprehensive End-User Training for Inventory
0 Comprehensive End-User Training for Financial Services (timekeeping, labor R RA

distribution, financial integration - TBD) R RA
0 Field (Mobile) user Training R RA
PW Streets & Grounds Go-Live
0 Conduct on-site Go-Live support R RA
O Reportissues RA R
0 Track reported issues, coordinate resolution with Lucity, track resolution RA R
O Refine Public Works Streets & Grounds business rules/configuration as needed RA R

during users acceptance testing
0 Confirm configuration for PW Streets & Grounds RA R
Confirm PW Water Implementation Schedule RA C
City of Kirkland PW Streets & Grounds Phase Sign-off RA C

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.
= Informed: Those who are kept up-to-date on progress, often only on completion of the task or

IIIII

deliverable; and with whom there is just one-way communication.

Public Works Water Implementation Milestone: Major Objectives & Tasks

PW Water — Phase lll of the functional groups to be implemented will include PW Water

division.
0 Participants in the Pilot Testing & Prepare for Go-Live tasks should include:
Lucity City
e |T Specialist e Sr. Applications
e Implementation Lead Analyst/Programmer

e Relationship Manager e Sr. GIS Analyst/Programmer
e PW Business Analyst

e PW Water SMEs and End-Users
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Function ‘ Responsibility
‘ City Lucity
Public Works Water Implementation including mobile deployment and workflow setup
0 Definition and delivery of agency’s processes and unique business workflows for RA C
PW Water
0 Confirm configuration of all modules to support PW Water division including RA RC
workflow
0 Confirm configuration Lucity Mobile module and mobile devices for PW Water RA RC
division
Comprehensive onsite end-user training for PW Water personnel
0 Deliver Training Schedules / Materials C RA
0 Schedule Staff RA C
0 Provide Training Site, Equipment for Staff / Employees RA |
0 Training Kickoff RA C
0 Prepare Site (daily) RA |
0 Attend Training RA
0 Comprehensive End-User Training for PW Water personnel R RA
0 Comprehensive End-User Training for Inventory
0 Comprehensive End-User Training for Financial Services (timekeeping, labor R RA
distribution, financial integration - TBD) R RA
O Field (Mobile) user Training R RA
PW Water Go-Live
0 Conduct on-site Go-Live support R RA
O Reportissues RA R
0 Track reported issues, coordinate resolution with Lucity, track resolution RA R
0 Refine Public Works Water business rules/configuration as needed during users RA R
acceptance testing
0 Confirm configuration for PW Water RA R
Confirm Parks Implementation Schedule RA C
City of Kirkland PW Water Phase Sign-off RA C

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.
= Informed: Those who are kept up-to-date on progress, often only on completion of the task or

ulll

deliverable; and with whom there is just one-way communication.

Parks Implementation Milestone: Major Objectives & Tasks

Parks — Phase IV of the functional groups to be implemented will include Parks.

0 Participants in the Pilot Testing & Prepare for Go-Live tasks should include:

Lucity City
e |T Specialist e Sr. Applications
e Implementation Lead Analyst/Programmer

e Relationship Manager e Sr. GIS Analyst/Programmer
e City Business Analyst for Parks
e Parks SMEs and End-Users
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Function ‘ Responsibility
‘ City Lucity
Parks Implementation including mobile deployment and workflow setup
0 Definition and delivery of agency’s processes and unique business workflows for RA C
Parks
0 Confirm configuration of all modules to support Parks including workflow RA RC
0 Confirm configuration Lucity Mobile module and mobile devices for Parks RA RC
Comprehensive onsite end-user training for Parks personnel
0 Deliver Training Schedules / Materials C RA
0 Schedule Staff RA C
0 Provide Training Site, Equipment for Staff / Employees RA |
0 Training Kickoff RA C
0 Prepare Site (daily) RA |
0 Attend Training RA
0 Comprehensive End-User Training for Parks personnel R RA
0 Comprehensive End-User Training for Inventory R RA
0 Comprehensive End-User Training for Financial Services (timekeeping, labor R RA
distribution, financial integration - TBD)
O Field (Mobile) user Training R RA
Parks Go-Live
0 Conduct on-site Go-Live support R RA
O Reportissues RA R
0 Track reported issues, coordinate resolution with Lucity, track resolution RA R
O Refine Parks business rules/configuration as needed during users acceptance RA R
testing
0 Confirm configuration for Parks RA R
City of Kirkland Parks Phase Sign-off RA C
City of Kirkland Final Sign-off RA C

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation

type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable

specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.
= Informed: Those who are kept up-to-date on progress, often only on completion of the task or

IIIII

deliverable; and with whom there is just one-way communication.

Transition Milestone: Major Objectives & Tasks

Transition - Ensure a smooth transition from the implementation Team to client administration

team.
0 Participants in the Transition tasks should include:
Lucity City
e |T Specialist e Project Director

e Implementation Lead e Project Manager
e Relationship Manager e GIS Manager
e Sr. Applications
Analyst/Programmer
e Sr.GIS Analyst/Programmer
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e PW Business Analyst
e City Business Analyst for Facilities

and Parks
Function Responsibility
City Lucity

Complete all project closeout activities
0 Review / Finalization of Project Activities, Issues, Budget RA C
O Project Post Mortem RA C
0 IT System Documentation RA C
Ensure a smooth transition from the implementation Team to client administration
team
0 Maximize knowledge transfer RA RC
0 Project Transition from Implementation Team to Support Team RA RC

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation
type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable
specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.

“I” = Informed: Those who are kept up-to-date on progress, often only on completion of the task or
deliverable; and with whom there is just one-way communication.

Post- Production Support: Major Objectives & Tasks

Post-Production Support - Promote & foster continued acceptance and confidence in Lucity
with dedicated account manager and Lucity technical support team
0 Participants in the Post-Production Support tasks should include:

Lucity City

e IT Specialist e Sr. Applications

e Relationship Manager Analyst/Programmer

e Support Team e Sr. GIS Analyst/Programmer

e PW Business Analyst
e City Business Analyst for Facilities

and Parks
Function Responsibility
City Lucity
Maintain production use of Lucity system RA RC
Assist agency administration in tuning application to meet nascent business protocols RC RA

“R” = Responsible: The who does the work to achieve the task. There is at least one role with a participation
type of responsible, although others can be delegated to assist in the work required.

“A” = Accountable: Authorized to approve an answer to the decision. There must be only one accountable
specified for each task or deliverable.

“C” = Consulted: Those whose opinions are sought; and with whom there is two-way communication.

“I" = Informed: Those who are kept up-to-date on progress, often only on completion of the task or
deliverable; and with whom there is just one-way communication.
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4.1 Milestone Planning Procedures

The City of Kirkland and Lucity Project Manager will manage and track the progress of milestone
deliverables against the approved Task Plan. All Implementation Teams will document and
coordinate their activities through the Project Manager thus assigned using the Task Plan. Progress
will be reported to both party’s Project Director(s) and published on a bi-weekly basis by both the
City’s Project Manager and the Lucity Project Manager.

Slipped Tasks of the Task Plan can be identified by either the City of Kirkland or the Lucity Project
Team. In the event of a slipped task, it will be the responsibility of the both parties to determine a
process to resolve the task and agree upon the resolution date of the slipped task. If a schedule
change is a result of slipped task a change order must be completed and agreed upon by both party’s
Project Directors.

4.2 Hardware Expectations / Software Installation

Any and all hardware required for this project is to be purchased by the City and must be installed
and operable before the Install Milestone begins; all Lucity software (test, development, and training
instances) will be installed by City and Lucity personnel during this phase. In conjunction with the
City’s Project Technical Lead, Lucity will facilitate the installation of each software component
delineated under Section 3 - Components to be provided by Lucity. The Lucity Project technical
team member will work with the City’s project lead to complete an installation guide documenting
the City’s specific installation settings and mutually agreed upon acceptance criteria. Please find
below an overview of Lucity MINIMUM server / client / mobile specifications:

0 Database / Web Server Specifications: 2 GHz+ CPU or better, 2-4 Core Processor / 8-16 GB
RAM / RAID Controller with RAID 1 or RAID 5 / 4 GB Storage space for Lucity components /
Microsoft Windows Server 2012 or Windows Server 2012r2 / Microsoft SQL Server 2012 (all
editions) / .NET 4.5 Full

0 Application Server Specifications (File & Services Server): 2 GHz+ CPU or better, 2-4 Core
Processor / 4 GB RAM / RAID Controller with RAID 1 or RAID 5 / 2 GB Storage space for
Lucity components / Microsoft Windows Server 2012 or Windows Server 2012r2 / Microsoft
SQL Server 2012 (all editions)

0 Mobile Server Specifications: 2 GHz+ CPU or better, 2-4 Core Processor / 4-8 GB RAM /
RAID Controller with RAID 1 or RAID 5 / 2 GB Storage space for Lucity components /
Microsoft Windows Server 2012 or Windows Server 2012r2 / .NET 4.5 Full / SSL

0 REST APl & Document Server Specifications: 2 GHz+ CPU or better, 2-4 Core Processor / 4-
8 GB RAM / RAID Controller with RAID 1 or RAID 5 / 2 GB Storage space for Lucity
components / Microsoft Windows Server 2012 or Windows Server 2012r2 / .NET 4.5 Full /
SSL

O Citizen Portal Server Specifications: 2 GHz+ CPU or better, 2-4 Core Processor / 4-8 GB
RAM / RAID Controller with RAID 1 or RAID 5 / 2 GB Storage space for Lucity components /
Microsoft Windows Server 2012 or Windows Server 2012r2 / .NET 4.5 Full / SSL

O GIS Web Server Specifications: 2 GHz+ CPU or better, 2-4 Core Processor / 4-8 GB RAM /
RAID Controller with RAID 1 or RAID 5 / 2 GB Storage space for Lucity components /
Microsoft Windows Server 2012 or Windows Server 2012r2 / .NET 4.5 Full, ArcGIS 10.0 SP1
or better (Does not include ArcGIS requirements; please see Esri website for more
information. Applicable for ArcGIS server Enterprise Edition Standard or Advanced Versions
only).
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0O Client Specifications: 1 GHz CPU or better, 1 Core Processor / 1.0 GB RAM / 500 MB Free
Space / 1024x678 Minimum Video / Windows 8.1 (32/64 bit) / Internet Explorer 9.0 or
better / Microsoft Silverlight 5.0.60310.0 or better / .NET 4.5 Full / ArcGIS 10.0 SP1 or
better / Lucity Web and/or Lucity Desktop client

0 Recommended Mobile Units: Andriod Tablet Requirements: Minimum 50MB disk space /
Andriod 3.2 OS or better / 3g/4g or WIFI-only devices / GPS / Camera / Screen sizes: Large
(640 dp x 480 dp) to XLarge (960dp x 720 dp). Android Phone Requirements: Minimum
50MB disk space / Andriod 2.2 OS or better / 3g/4g or WIFl-only devices / GPS / Camera /
Screen sizes: Small (426 dp x 320 dp) to XLarge (960dp x 720 dp).

Lucity Ideal Configuration:

e File Server and Services Server on same host

¢ Database and Web Server on same host within firewall (for performance)

¢ |f Database Server and Web Server are not on same host, a 1 GB Ethernet connection between
servers

e Lucity Citizen Portal and/or Lucity Citizen Portal REST API on a server within a DMZ (for best security
and to provide access to private citizens)

e Use Lucity REST API with SSL (for security) as it uses basic authentication

e Lucity Mobile Server should use SSL. It is not secure to deploy Lucity Mobile Server without SSL.

¢ Avoid same host for Services Server and Web Server (for performance)

*Lucity is capable of running in a virtualized environment utilizing VM Ware and fully supports
Windows 8 operating system

**The City will be responsible for ensuring the stability of ESRI ArcGIS Server Advanced prior to the
Lucity implementation.

4.3 Business Process Assessment and Analysis

The City of Kirkland, in conjunction with the Lucity Implementation Team will utilize standard “Best
Practice” Lucity workflow templates as a starting point for identifying the requirements for the
implementation of Lucity. The City is relying on Lucity for being the expert on its Software and best
practices for its use for the City. The City expects Lucity to provide expert guidance to the City for the
City’s requirements and process definitions, including but not limited to ensuring a holistic approach
for the whole City that takes into consideration common definitions (such as but not limited to terms,
fields, data, metadata, and system use), interdepartmental processes and workflows, single entry for
data, and reporting requirements.

The Public Works Business Analyst will perform full business workflow/process analysis of all existing
and documented processes for Public Works Storm Water, Sewer, Water and Streets. An assigned
Business Analyst will perform business workflow/process analysis of all existing and documented
processes for Facilities and Parks. A team consisting of the Public Works Business Analyst, Business
Analyst for Facilities and Parks, City of Kirkland IT (Sr. GIS Analyst/Programmer and Sr. Applications
Analyst/Programmer), and Lucity Project team will jointly review the proposed to-be models to
assure that they will work in the Lucity system. Lucity will make the appropriate system
configurations and/or recommend appropriate process changes to best accommodate and promote a
successful implementation and deployment the Lucity system. After configuration, testing and
implementation the Public Works Business Analyst and Business Analyst assigned to Facilities and
Parks will document the finalized implementation business processes and workflows.
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4.4 Preparation for Implementation Phases

The purpose of the Installation, Configuration, Integration and Migration Phase is to prepare the
Lucity application for use by the City of Kirkland and prepare for Pilot Training and Testing. After the
Lucity application is prepared and Pilot Training and Testing is complete each functional area will
follow a similar trajectory to begin using the system.

Each functional area will be responsible for producing existing business process diagrams prior to
their phased implementation. This will be done using the combination of a City Business Analyst (or
personnel with equal or greater experience skillset), City of Kirkland IT and subject-matter experts of
the processes. These documents, which may include (but are not limited to) configuration reports,
Visio workflow diagrams, data conversion spreadsheets, etc. will be submitted for review, approval
and sign-off by the City’s Project Manager and the Lucity Project Manager.

The business analysis and design documents will be the basis for creating test scenarios, completing
workflows and functional-specific configurations and processes.

4.5 Acceptance Testing

The purpose of the Acceptance Test is to execute and provide validation of all functions deemed
mandatory for sign off and cut over to the production system. The criteria for signoff will be
developed by City of Kirkland and the Lucity Project team during the Initiation Phase and will include,
but will not be limited to;

a) Stress testing; - City of Kirkland

b) Business process testing; - Lucity Project team and City of Kirkland

c) Functional testing to specification; and — Lucity Project team and City of Kirkland

d) Performance testing. — City of Kirkland

Due to the phased implementation of functional areas, sign-off for Acceptance testing will be
incremental. Functional areas will not be moved into production until signoff on the testing
milestone has been received for their phase in the Implementation. Issues or problems that are
identified during testing will be documented in a mutually agreed upon incident log which both
parties can add to and comment in, and where removal of issues must be agreed to by both parties.

During the project (i.e. after the business process review and setup) test procedures will be
developed to lead to a formal acceptance of the system. Participation will be required of the City’s
Implementation Team to specify and run testing in order to gain the right level of acceptance. The
principal intent of the test plan is to provide a realistic exposure of the Lucity system to real-world
business-case scenarios.

The ability to complete processes accurately for each module presented in Section 3 - Components
to be provided by Lucity will be part of the functional testing of deliverables. The acceptance
process will be based on project deliverables that will be documented on a mutually agreed upon
form. Knowledge transfer to City staff to the point of independent performance shall be a standard
item on each acceptance form. Moreover, each defined deliverable will include a standard
acceptance form.

Within the testing timeframe, the Implementation Team will utilize a range of severity levels in order
to prioritize the impact of test scenario failure. These being:
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e Level 1 -Show Stopper. Cannot continue due to severity of error, cannot go-live

e Level 2 - Critical Issue. Testing can continue but error will hinder ability to go live

e Level 3 — Major Problem. Testing can continue but business process will be impacted if
put into a live setting

e Level 4 — Medium Problem. Testing can continue and system can go live with minimal
revision to business process

e Level 5 - Minor Problem. Testing can continue and system can go live. Problem needs
correction but does not impact business process.

Response times and classification of issues into a severity level will be agreed upon by the City
Implementation Team and Lucity as part of the User Acceptance Test Plan. The City will complete
testing in a reasonable amount of time (as per the estimated effort) and correctly identify and
document all problems present during that ‘round’ of testing.

Selected staff will be identified to test the system according to the agreed criteria from the Project
User Acceptance Test Plan to ensure that the system’s implementation at their site is successful. The
staff will address the areas of the Lucity software that are relevant to their business. The solution will
be tested under normal / usual conditions of operation, as well as some exceptions that may occur in
the business process. This will ensure that any problems are identified during the testing and an
appropriate solution is found while the Implementation Team is still deployed in order to address
such issues. Early detection of problems will also lower the tendency for people in various areas to
find their own workarounds, thereby eroding the benefits of a consistent approach to financial
management and associated benefits.

4.6 Business Process Documentation & Training Documentation

City shall provide Business Process documentation for each functional group to be implemented in
the Lucity application. This will be used for configuration, workflow design and integration as
outlined in implementation phases. Lucity shall provide step-by-step documentation Training
documentation for all core training provided in an editable format such that the City may enhance
the information with specific processes and workflow information. The City may choose to modify
the documentation and customize it for each business process.

4.7 Comprehensive Staff Training

Lucity will provide comprehensive, on-site turn-key training and Go Live Support to City staff as
delineated the software purchase proposal. Training for this project will be conducted on-site by the
Lucity Implementation team and will consist of a combination of One-on-One training, Classroom
training and remote sessions. Lucity’s Project Manager will coordinate the training sessions in
conjunction with the City’s Project Manager. Lucity will identify in advance the equipment and
facilities needed for the training sessions and the City will make reasonable efforts to provide the
requested space and facilities for these sessions.

Training Plan
The number of days for each functional area and schedule will be finalized and agreed to by both City

staff and Lucity and will be based upon several factors including City staff size, scheduling availability,
and the approved contract. End user training will be organized and facilitated by City staff & Lucity
team following the outlined task plan.
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Training courses offered will consist of the following:

A.5.A ADMINISTRATION

Installation and Maintenance
e Complete procedures as outlined in Install Manual for initial LucityAM installation and future
software upgrades
e Review available software documentation
e Review technical support and software maintenance services and resources provided through
Lucity Constant Connection Program
e Discuss current backup and recovery practices for the City’s data, and reviewing suggested
practices specific to LucityAM
Security
e Complete procedures as outlined in Lucity Security for adding new users, and defining user
group and individual permissions for LucityAM access and use
Configuration
e Use tools, parameters and settings available with LucityAM products to refine LucityAM
configuration
Documents
e Complete procedures for establishing links between LucityAM records and externally
managed electronic documents
e Add custom content to on-line Help via hyperlinks to externally managed information
Integration
e Use LucityAM products for completing processes for configuring and refining the GIS

integration
Reporting
e Add custom reports
Data Import/Export
e Import data using Lucity Import & Update tool, and export data using LucityAM reporting
capabilities

The goal of the Training — Administration task is for the Sr. Applications Analyst/Programmer and Sr.
GIS Analyst/Programmer to be reasonably self-sufficient in refining, expanding and sustaining the
implemented LucityAM.

A.5.B PRODUCTION

Following is a limited list of items that will be addressed during Production Training sessions.

General

e Dashboard: Using assigned “Home” pages with personalized real-time LucityAM content

e Filter: Creating queries to produce specific record sets

e Locate: Quickly finding a specific record within the current “Filter”

e Show in Map: Opening assigned GIS maps and zooming to assets and locations (customer
addresses, work sites, etc.)

e Document Control: Linking electronic documents (images, videos, as-built drawings, O&M
manuals, Web site links, etc.) to records

e Subset Manager: Loading filtered data from one application into other applications

e Browse: Creating and exporting ad-hoc reports
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5.

e Reports: Using assigned report templates
e Help: Using the on-line, context-sensitive Help

Work Management

e Receiving/creating, routing and completing service requests, and work orders in response to
service requests

e Establishing work order templates for recurring activities and PM schedules

e Creating, assigning, routing and completing work orders from templates and PM schedules

e Performing in-house and external billing of work order costs

e Viewing linked electronic documents

e Using GIS to locate customers and work locations

e Producing operational, management and regulatory reports

Asset Management

e Collecting and maintaining asset attributes

e Establishing appropriate relationships between assets

e Assessing the condition, and tracking the operating status, of assets
e Interpreting asset lifecycle costs

e Viewing linked electronic documents

e Using GIS to locate assets and display condition assessment data

e Validating and transferring data from external systems

e Producing operational, management and regulatory reports

The goal of the Training — Production task is for users being enabled with the knowledge, skills and
confidence to follow proper business processes and successfully complete their specific operational
workflows with LucityAM.

Participants in the Production Training should include:
e Lucity e (City
— Implementation Lead —  Functional Group Administrators
— Group Users

The Production Training will be completed over 8 trips — Preliminary Training (onsite), Training &
Launch (2-3 weeks later, onsite)), and Follow-up Training (2-3 weeks later, remote via WebEx).
Production Training sessions are 4 hours in duration, and should be limited to a maximum of 10
users. Remote time for Production Training may include web conferencing sessions for specialized
topics (e.g. GIS), and recorded webinars for broader topics of interest to a large number of users.

4.8 Business Acceptance & Sign Off (By Implementation Phase)
The joint project managers will present the final documented business process, system configuration
and configuration design and step-by-step process training documents to the City’s Project Director

for review and final approval sign-off prior to each functional area’s phased implementation.

Project Staffing Roles / Expectations

U Project Director (1) — City of Kirkland — Karen Mast, IT Manager — Enterprise Applications
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The Project Director provides oversight to the entire project. The primary responsibility of the Project
Director:

e Carry the project through all parts of the City’s organization,

e Communication of Project information with City’s EAM/MMS Steering Team,

e Oversight/Approval of scope of work changes through City’s EAM/MMS Steering Team,
e Manage the minimization of changes to the scope of work,

Managing the contractual interaction between City staff and Lucity,

Obtain funding for the project budget,

Provide executive sign off on Project Milestone achievements,

Accountability for the Risk Management process,

e Handle all public announcements and queries, and

e Resolve all escalated issues, which might affect the project’s success.

The Project Director will meet with the Implementation Team at least monthly during the
implementation to review project development progress and resolve issues.

U Project Manager (1) — City of Kirkland — Lyanne Ma, Sr. Applications Analyst/Programmer

This role is the primary contact for Lucity for this project. In partnership with the Lucity Project
Manager, the City’s Project Manager is responsible for the day-to-day oversight of the project and
reports to the Project Directors. In general, this person is responsible for guiding their organization
through the transition from the City’s legacy system to the Lucity application. The position reports to
the Project Director for day-to-day project direction. Specifically, the responsibilities of this position
are:

e Serve as coordinator of the City’s Implementation Team,

e (Create the master project plan and time line with assistance from the Lucity Project
Manager,

e Develop the Project Resource Plan working with the Lucity Project Manager,

e Schedule and coordinate project tasks with assistance from the Lucity Project Manager,

e (Coordinate the City’s Implementation Team resources,

Ensuring the orderly payment of Lucity’s bills as each milestone is met,

e Manage project scope changes,

e Track and ensure proper resolution of all project issues,

e Lead the change management through the key City departments,
e Track all project expenses,

e Tracking and management of the Risk Management process,

e Participate in daily project activities,

e Track progress on project tasks,

Collects, reports and tracks the status of Lucity software trouble reports.

e Coordinate the development of the City’s End User Training Plan,

e Develop and obtain approval of the City’s Roll-out and Transition Plans, and
e Develop and obtain approval of the City’s Acceptance Plan.
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U GIS Manager (1) - City of Kirkland — Xiaoning Jiang, IT Manager — Spatial Systems

The person assigned this role will be responsible for overseeing and managing all GIS-related elements in
the Lucity system implementation, including GIS design and configuration tasks throughout the project.
Specifically, the responsibilities of this position are:

Attends the EAM Steering teaming meetings to provide GIS input, analysis and feedback on
issues related to project communication, scope, budget and risk mitigation,

Interacts directly with Lucity on GIS-specific issues, and informs Project Director of these
communications, issue resolution, and status,

Ensures that the GIS technical task schedule for the project is maintained,

Ensures that the GIS data, integration/interfaces and configuration with the Lucity application is
completed, documented and functioning correctly,

Ensures that the Lucity CCTV and SCADA integrations are completed and functioning correctly
with GIS interfaces/integrations,

Oversees the testing and installation of Lucity software upgrades as they relate to the GIS Web
Server and GIS integration,

Oversees the GIS data conversion process from the Hansen platform to Lucity, and

Functions as primary clearinghouse for all GIS-related issues from all workgroups involved in the
Lucity implementation.

U Application Technical Specialist (1) — City of Kirkland — Dmitrii Sundeev, Sr. Applications
Analyst/Programmer

The person assigned this role will be responsible for providing the City’s information technology
systems support to Lucity and the public user community throughout the project as it relates to the
Lucity application implementation. Specifically, the responsibilities of this position are:

Completes the technical tasks for the project, including:

Functions as the primary clearinghouse for all Applications-related issues from all workgroups
involved in the Lucity implementation,

Resolve all escalated technical issues which might affect the project’s success,

Creates and maintains the technical task schedule for the project as it relates to the Database /
Web Server, Application/Mobile Server and Citizen Portal Server.

Coordinates the technical tasks for the project with the GIS Technical Specialist for the Lucity
client, web client and mobile client applications.

Conducts testing of Lucity’s software for compatibility with the City’s application portfolio prior
to its distribution to the production environment.

Prepares all purchase specifications for supplemental computer equipment and services.
Coordinates the City’s technical support activities for the project in conjunction with the Sr. GIS
Analyst/Programmer

Assists the Lucity application setup specialist with the installation, configuration, testing and
deployment of all of the software and hardware components related to the Database / Web
Server, Application/Mobile Server and Citizen Portal Server .

Serves as the liaison between the Lucity technical staff and City Network staff for network
related setup, configuration and issues as they relate to the Database / Web Server,
Application/Mobile Server and Citizen Portal Server and client applications.
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In conjunction with the Sr. GIS Analyst/Programmer, assists the Lucity application setup
specialist with the client installations for Lucity client, web client, and mobile client applications
Establishes and administers application security profiles for the user community.

Assists user community to utilize Lucity’s library of standard reports, inquiries and creates
custom reports for their organization.

Implements the Lucity Financial integration with assistance from Lucity Technical staff.
Implements the Lucity CCTV and SCADA integrations with assistance from Lucity Technical staff.
Coordinates the testing and installation of Lucity software upgrades.

Monitors the performance of the applications and investigates performance problems.

Assists in the data conversion process by providing information about the City’s legacy
databases,

Assists the application set up specialists in the creation of development, training and production
instances and in implementing data access security,

Assists in troubleshooting data-related problems,

Monitors the performance of the Lucity database, optimizes data distribution and indices and
investigates performance problems, and

Establishes and implements data back-up processes for the Database / Web Server,
Application/Mobile Server and Citizen Portal Server.

U GIS Technical Specialist (1) — City of Kirkland — Sr. GIS Analyst/Programmer

The person assigned this role will be responsible for providing the City’s information technology
systems support to Lucity and the public user community throughout the project as it relates to the
Lucity GIS implementation. Specifically, the responsibilities of this position are:

Completes the technical tasks for the project, including:

Resolve all escalated technical issues which might affect the project’s success,

Creates and maintains the technical task schedule for the project as it relates to the Lucity GIS
database, ArcGlIS server, GIS related services, Geoprocessing automation, and GIS Web Server.
Coordinates the technical tasks for the project with the Applications Technical Specialist for the
Lucity client, web client and mobile client applications.

Conducts testing of Lucity’s software for compatibility with the City’s application portfolio prior
to its distribution to the production environment.

Prepares all purchase specifications for supplemental computer equipment and services.
Coordinates the City’s technical support activities for the project in conjunction with the
Application Technical Specialist.

Assists the Lucity application setup specialist with the installation, configuration, testing and
deployment of all of the software and hardware components related to GIS Web Server.
Serves as the liaison between the Lucity technical staff and City Network staff for network
related setup, configuration and issues as they relate to the GIS Web Server and client
applications.

In conjunction with the Application Technical Specialist, assists the Lucity application setup
specialist with the client installations for Lucity client, web client, and mobile client applications.
Assists user community to utilize Lucity’s GIS capabilities for inquiries and reports.

Implements the Lucity GIS integration with assistance from Lucity Technical staff.

Assists in the Lucity CCTV and SCADA integrations with assistance from Lucity Technical staff.
Coordinates the testing and installation of Lucity software upgrades as they relate to the GIS
Web Server and GIS integration.
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Assists in the data conversion process by providing information about the City’s GIS databases,
Assists in troubleshooting data-related problems,

Monitors the performance of the Lucity GIS database, optimizes data distribution and indices
and investigates performance problems, and

Establishes and implements data back-up processes for the GIS Web Server.

Public Works Business Analyst - City of Kirkland — Susan Kaltenbach, Business Analyst

Document the “as-is” business process for Public Works Storm Water, Sewer, Streets, Water,
Inventory and Financial Services processes.

Serve as or define “process experts” who will be available for interviews and will have adequate
knowledge of the process to provide definitive answers regarding the process and associated
business rules.

Serve as or define “process owners” (department heads, managers, supervisors) who will
confirm and validate processes, including “sign-off”.

Serve an integral role in documenting business rules and process workflows within your division
and for any other departments/divisions/agencies with whom you interact.

Provide requested information, documents, sample files, and other materials relevant to the
process in a timely manner.

Participate in analysis of business process to functionality mapping, workflow setup and
documenting the “to-be” business processes for Public Works Storm Water, Sewer, Streets,
Water, Inventory and Financial Services processes.

Business Analyst for Facilities and Parks - City of Kirkland — TBD

Document the “as-is” business process for Facilities, Parks processes. Document the Inventory
and Financial Services processes as they relate to Facilities and Parks.

Serve as or define “process experts” who will be available for interviews and will have adequate
knowledge of the process to provide definitive answers regarding the process and associated
business rules.

Serve as or define “process owners” (department heads, managers, supervisors) who will
confirm and validate processes, including “sign-off”.

Serve an integral role in documenting business rules and process workflows within your division
and for any other departments/divisions/agencies with whom you interact.

Provide requested information, documents, sample files, and other materials relevant to the
process in a timely manner.

Participate in analysis of business process to functionality mapping, workflow setup and
documenting the “to-be” business processes for Facilities and Parks processes and the Inventory
and Financial Services processes as they relate to Facilities and Parks.

Functional and Business Core Team - City of Kirkland

Serve as Project Champions for day-to-day Lucity users, Intra-City Departments and
Stakeholders.

Serve as Division liaison for all business-related processes and tasks.

Serve as or define “process experts” who will be available for interview and will have adequate
knowledge of the process to provide definitive answers regarding the process and associated
business rules.
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e Serve as or define “process owners” (department heads, managers, supervisors) who will
confirm and validate processes, including “sign-off”.

e Serve an integral role in documenting business rules and process workflows within your division
and for any other departments/divisions/agencies with whom you interact.

e Provide requested information, documents, sample files, and other materials relevant to the
process in a timely manner.

e Participate in system configuration and validation processes.

e Participate in development of the Test Plan to adequately assess the system during UAT.

e Participate in UAT — including training, testing, legacy data conversion validation, and
refinement of business rules.

e Participate in development of the Training Plan.

e Participate in training.

o Participate in Go-Live transition.

U Lucity’s Project Director — Chris Crupi, Western Region Manager

Primary responsibility will be to assist Implementation Team when needed and provide issues
resolution when necessary. The Project Director shall present the resumes of proposed consultants
before they arrive on site and reviewed by the City’s Project Director. The City reserves the right not
to approve a consultant. If a consultant hinders the project, the City may request a replacement,
which will then go through the same approval process. Once a consultant spends significant time on
the project, Lucity will not remove them until their work is complete, although it is understood there
may be other work done for other customers as well as this project. Additional Responsibilities
include:

e Senior Management contact from Lucity for the duration of the project,
e Contractual interaction between the City and Lucity,

e Conduct initial project startup meeting with the City’s Project Director,
Coordinate resources for Lucity’s activities,

Risk management review,

Provide issue resolution for issues escalated to Lucity,

Participate in project reviews, with the Lucity Implementation Team.

U Lucity’s Project Manager — Ryan Sullivan, Implementation Specialist

Primary responsibility will be to manage the project resources, schedules, timeline, status reports
and billings. Additional Responsibilities include:

e City’s primary contact from Lucity for the duration of the project,

e Team Leadership of Lucity’s Resources,

e Coordinate Lucity’s activities with the City’s Project Manager during the project duration.

e Coordinates the project’s interaction with any Lucity subcontractor and/or service provider,
e Participate in the initial project startup meeting with the City’s Project Manager,

e Risk management,

e |ssue management,

e Maintaining the project plan,

e Scheduling & tracking of resources,

e Project reporting,
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e Milestone sign off, preparation and delivery of milestone invoices, and
e Participation in project reviews.

U Lucity’s Implementation Team — TBD

Primary responsibility will be to manage & support Lucity’s software and hardware implementation
& deployment. Additional Responsibilities include:

e Provide consulting advice to Lucity and City Implementation Team members as deemed
necessary by Lucity,
e Liaises with Lucity to resolve outstanding issues.

6. Data Migration & Importation

Data will be imported from the several, unrelated systems. The City is responsible for extracting the
relevant data from source and providing it to Lucity in a mutually agreed-upon acceptable format for
each defined business process. Reformatting, normalizing, and loading it into the new system will be
the responsibility of the Lucity data services department. Responsibility for data quality is held by the
City. If additional interface points are required from Lucity, they will be handled as part of the change
control process. The City acknowledges that data conversions not part of the proposal will be billed at
time and material rates negotiated between Lucity and the City. Data imported by Lucity is not
guaranteed to be more accurate or more complete than the data provided to Lucity. The following data
importations have been included in the software purchase proposal:

> City of Kirkland Data Conversion
0 Hansen Data Conversion assessment

> City of Kirkland Proposed Interfaces
O Lucity Integration with ArcGIS
Lucity will provide a direct integration with ArcGIS as defined within the Configuration milestone.

0 CCTV Integration
Lucity will provide an import utility to allow WinCan CCTV inspection data to be uploaded into
the Lucity Television Inspections modules and link to related CCTV videos and inspection pictures.

0 SCADA Integration
Lucity will provide an import utility to allow equipment runtime readings from the City’s SCADA
system to be uploaded into the Lucity Equipment Readings module.

0 Financial Integration needs-assessment
A needs assessment will be performed by Lucity to determine the specific requirements and
related level of effort to integrate the following functions with the City of Kirkland Financial
system;
0 Timekeeping
0 Labor Distribution
0 Purchasing / Inventory

O Lucity - GeoCortex integration development support
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Lucity will provide developer level support for the Lucity REST API for the purpose of potential
integration development between the Lucity Application and the GIS GeoCortex application..
This will include REST APl documentation, sample code and phone support to answer questions
related to the use of the Lucity REST API.

6.1 Report Writing and Workflow

The City of Kirkland is responsible for additional custom report writing. Lucity will provide the City
with documentation listing all standard reports available with the Lucity product along with the
database schema and dictionary. Most report and workflow requirements can be met through minor
modifications to the standard inquiries, standard workflow, sample report formats and Lucity report
templates developed specifically for government entities.

6.2 Technical Support

Lucity personnel will have (Database Administrator) DBA privileges on the development and
production instances through the Transition milestone. The Lucity support will require RDP or
equivalent access to the Lucity server(s) with appropriate securities (power user access) to Lucity
folder(s).

6.3 Business Process Freeze

Changes to business processes and rules will not occur after each functional area has signed-off on
their Implementation schedule, which will be signed off by the City of Kirkland Project Director as
accepting the proposed business processes. Changes after that stage will be kept to the minimum
necessary to meet changes in statutory or audit requirement, etc. All proposed changes to business
processes and rules will be referred to the Implementation Team for an impact statement. Changes
will not be implemented without the sign off from the Implementation Team.

6.4 Project Change Order - Defined

As with any enterprise implementation, it may become necessary to amend this Statement of Work
for various reasons including, but not limited to, the following:

° Discretionary changes to the project schedule and/or scope

° Requested changes to the work hours of Lucity Project Team

° Non-availability of products, resources or services which are beyond either party’s
control

° Environmental or architectural impediments not previously identified

° Lack of access to personnel or facilities necessary to complete project

In the event that circumstances necessitate a change or alteration to the Statement of Work, a
Project Change Order (PCO) request will be created , documented and approved (by both parties) in
order to formally amend the originally agreed upon project terms. (Note: A PCO may be initiated by
either party and will be the primary, tangible, vehicle for communicating change order requests; a
PCO may also be issued for any changes where decisions need to be documented but do not
necessarily affect the project schedule, scope, or budget).

The PCO will necessarily document, in sufficient detail, the following information:
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Nature and Definition of the change
e Reason(s) for the change requisition
e Scope of the change in objective, measurable terms and deliverables
e Immediate and /or deferred effect(s) on the project plan, schedule, cost (if applicable)
e Responsible party
e Cost and payment terms
e Acceptance terms and metrics

Project Change Order (PCO) - Procedure

The designated Project Manager of the requesting party will review the proposed change and
determine whether to submit the request to the other party. Both Project Managers will review the
proposed change and approve it or reject it. If further investigation on the part of Lucity is requested
in order to determine the scope of the change, any charges for that investigation will be clearly
outlined and presented to the City for evaluation and written acceptance. Both Project Managers will
sign the PCO, indicating the acceptance of both parties to the requested changes, which may affect
pricing, schedules, and contractual commitments.

Upon acceptance of the change request by both project managers, the scope of work and costs will
be modified appropriately, and the changes will be incorporated into the project. Any resulting
Purchase Order(s) affected by the change will be indicated on the PCO, and the PCO Number will be
referenced when invoicing for any additional charges against the P.O.

6.5 Project Closing Summary

The designated Project Manager will produce a Project Closing Summary based on project closure
activities which will includes a Project Post Mortem meeting, review and finalization of project
activities, issues and budget. This Project Closing Summary will be shared with all participants in the
project.

6.6 Facility Requirements

The City of Kirkland and Lucity will mutually agree upon acceptable travel billing and on local
workspaces including implementation team workspace and conference room space. .

6.7 Dispute Resolution

Dispute resolution will follow the terms and conditions included in the System Purchase Agreement,
which is the controlling document for this project.

6.8 Support Procedures and Policies
Lucity Support and Maintenance Agreements go into effect immediately following Go-Live completion.
Associated billing and payment for these services is provided in the contract schedules. Once the City

has reached Acceptance of the software the support shall be governed by the Lucity Software Technical
Support and Maintenance Agreement.
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IN WITNESS WHEREOF, the parties have duly executed this Agreement on the day and year first written

above.

Kurt Triplett James C. Graham, P.E,
City Manager Vice President and Chief Operating Officer

CITY OF KIRKLAND LUCITY, INC.

Date: Date:
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Form 3 - Acceptance of Terms & Conditions
FORM 3:  ACCEPTANCE OF TERMS AND CONDITIONS



It is the intent of the City to contract with a private supplier. All supplier representations, whether verbal, graphical or written, will be relied on by the City in the evaluation of the responses to this Request for Proposal. This reliance on the Supplier’s represented expertise is to be considered as incorporated into any, and all, formal Agreements between the parties.



PRINT THE WORDS "NO EXCEPTIONS" HERE           _________________                    IF THERE ARE NO EXCEPTIONS TAKEN TO ANY OF THE TERMS, CONDITIONS, OR SPECIFICATIONS OF THESE REQUEST FOR PROPOSAL DOCUMENTS. 



IF THERE ARE EXCEPTIONS TAKEN TO ANY OF THESE TERMS, CONDITIONS, OR SPECIFICATIONS OF THESE REQUEST FOR PROPOSAL DOCUMENTS, THEY MUST BE CLEARLY STATED IN THE TABLE BELOW (“RFP EXCEPTIONS”) AND RETURNED WITH YOUR PROPOSAL IN THE APPROPRIATE SECTION. 



IF YOU PROVIDED A SAMPLE COPY OF YOUR CONTRACT(S) YOU STILL NEED TO IDENTIFY IN THIS DOCUMENT (“RFP EXCEPTIONS”) ANY AND ALL EXCEPTIONS YOU HAVE TO THE TERMS AND CONDITIONS. 





		Firm or Individual

		



		Title

		



		Telephone

		



		Email

		



		Address

		







                                           

PRINT NAME AND TITLE 



______________________________________________________________________

                                             



AUTHORIZED SIGNATURE 



______________________________________________________________________                                                                               



DATE    _______________________________________________________    _______



OTHER NOTES:





RFP EXCEPTIONS

Add any additional line items for exceptions as necessary and reference any explanatory attachments within the line item to which it refers.



		





		RFP Section # or Form, Page #

		Exception

Describe the nature of the Exception 

		Explanation of Why This is an Issue for You

		

Your Proposed Alternative to Meet the Needs of the City





		1

		

		

		

		



		2

		

		

		

		



		3

		

		

		

		



		4

		

		

		

		



		5
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Form 4 - General Supplier Information
Form 4 – General Supplier Information



		Proposing Supplier Information 

		



		1. Contact Information

		



		· Company Name

		



		· Name and Title of Contact Person

		



		· Company Address

		



		· Phone

		



		· Email Address

		



		· Company Website

		



		2. Regional Offices and Staff

		



		· Describe whether your organization is local, regional, national or international.

		



		· Regional office servicing this engagement

		



		· Describe the range of services provided by the office servicing the engagement and # of employees.

		



		3. Company Information 

		



		· Briefly describe your company and the characteristics that set your company apart. 











		



		· Briefly describe how you will meet our requirements and maximize our return on investment.











		



		· Year Founded

		



		· Private vs. Public (Listing Exchange and Listing Code)

		



		· Fiscal year end

		



		· Revenue:  Current Year

		



		· Revenue:  Prior Year

		



		· Net Income/Loss: Current Year

		



		· Net Income/Loss:  Prior Year

		



		· Parent Company (If separate)

		



		· Describe parent company’s relationship with the proposing party.

		



		· Genealogy of Organization (Changing business, name changes, acquisitions/mergers, etc.)

		



		· Describe if your organization is international, national, regional or local. Please explain. 

		



		· Disclose any recent litigation (and outcomes) and litigation currently underway.

		



		4. # of Supplier Employees

		



		· Total Worldwide

		



		· Total in U.S.

		



		· # of full-time employees in:

-  Sales

-  Implementation and training

-  Customer service

-  Technical/Development

-  Administrative

· -  Other (note relevant staff):

		



		5. Company Qualifications

		



		Three or more years of related 3rd Party QA experience. Briefly describe.

		



		6. Experience working with cities of our size. Briefly describe.

		



		7. Contract Termination for Default
Please list all incidents in the past 5 years in which you have had a contract terminated for default. Termination for default is defined as notice to stop performance due to your non-performance or poor performance; and the issue was either (a) not litigated or (b) litigated, and such litigation determined you to be in default. Please provide:

· Full details of all terminations for default

· The other party’s name, address and telephone

· Your position on the matter



		



		8. Contract termination before contract completion for convenience, non-performance, non-allocation of funds, etc. 

Please list all incidents in the past 5 years in which you have had a contract terminated before completion (e.g. for convenience non-performance, non-allocation of funds or any other reason)

Please provide:

· Full details of all such terminations

· The other party’s name, address and telephone

· Your position on the matter
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Form 6 - Price Proposal
FORM 6:  PRICE PROPOSAL





Please identify your firm’s hourly rates and provide the City with both a fixed cost estimate and a time and materials estimate for this work. 





		PROFESSIONAL SERVICES

		$

		ASSUMPTIONS



		Initial Assessments

		

		



		Monthly Assessments

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		GRAND TOTAL

		

		










image6.emf
Form 7 - Customer  References


Form 7 - Customer References
FORM 7:  CUSTOMER REFERENCES



Provide at least four references where your QA/QC, outside Project management work, or similar consulting engagement was completed in the last five years. At least two references must be for QA/QC work. 





		Name of Customer:





		Contact Name/Title:



		Telephone #:



		Mailing Address:

		Email:





		Project Description and dates of work:   

		Project cost:









		Other comments:











		Name of Customer:





		Contact Name/Title:



		Telephone #:



		Mailing Address:

		Email:





		Project Description and dates of work:   

		Project cost:









		Other comments:











		Name of Customer:





		Contact Name/Title:



		Telephone #:



		Mailing Address:

		Email:





		Project Description and dates of work:   

		Project cost:









		Other comments:













		Name of Customer:





		Contact Name/Title:



		Telephone #:



		Mailing Address:

		Email:





		Project Description and dates of work:   

		Project cost:









		Other comments:
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