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REQUEST FOR QUALIFICATIONS 

  
Notice is hereby given that qualifications will be received by the City of Kirkland, Washington, for: 

 
Kirkland Pollution Prevention Assistance Inspection Services 

 
File with Financial Operations Manager, Finance Department, 123 - 5th Ave, Kirkland WA, 98033 

Qualifications received later than 12:00 p.m. PDT, August 16, 2021 will not be considered. 
 
A copy of this Request for Quote (RFQ) may be obtained from City’s web site at 
http://www.kirklandwa.gov/. Click on the Business tab at the top of the page and then click on 
the Request for Qualifications link found under “Doing Business with the City”.  
 
The City of Kirkland reserves the right to reject any and all Qualifications, and to waive 
irregularities and informalities in the submittal and evaluation process. This RFQ does not 
obligate the City to pay any costs incurred by respondents in the preparation and submission of 
a proposal.  Furthermore, the RFQ does not obligate the City to accept or contract for any 
expressed or implied services. This RFQ is contingent upon the execution of a contract with the 
Department of Ecology. If for any reason that contract is not executed, the City reserves the 
right to not award this contract. 
 
A Service Provider response that indicates that any of the requested information in this RFQ will 
only be provided if and when the Service Provider is selected as the apparently successful 
Service Provider is not acceptable, and, at the City’s sole discretion, may disqualify the proposal 
from consideration. 
 
In addition to nondiscrimination compliance requirements, the Service Provider(s) ultimately 
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. 
 
 
Dated this 30th day of July 
Jay Gewin 
Purchasing Agent 
425-587-3123 

 

 

 

 

 

http://www.kirklandwa.gov/


 

Background Information 

The City of Kirkland is located in the Seattle metropolitan area, on the eastern shore of Lake 
Washington and approximately 10 miles east of downtown Seattle.  It has a population of 
population of over 88,000 and is the thirteenth largest city in the State of Washington and the 
sixth largest city in King County, Washington. 

Since its incorporation, Kirkland has grown in geographic size to eighteen square miles -  
approximately twenty times its original size. This growth occurred primarily through the  
consolidation of the cities of Houghton and Kirkland in 1968, the annexations of Rose Hill and  
Juanita in 1988 and the annexation of North Juanita, Finn Hill, and Kingsgate areas in 2011.  
  
Kirkland operates under a Council-Manager form of government. The City Council is the policy-
making branch of Kirkland’s government and consists of seven members elected at large to  
staggered, four-year terms. The Mayor is elected from within the Council. The City Council is  
supported by several advisory boards and commissions and the City Manager. The City          
Manager is appointed by the City Council and serves as the professional administrator of the  
organization, managing, coordinating, and overseeing its day-to-day activities. 
 
1 Overview: 
 

A. Project Introduction: 
The City of Kirkland is entering into a fifth 2-year contract with the Washington State 
Department of Ecology’s Pollution Prevention Assistance Program (formerly known as 
the Local Source Control Program) to continue providing technical assistance inspections 
and outreach to small businesses within the City.  The purpose of the visits is to reduce 
or eliminate hazardous waste and pollutants at their source, thus preventing their 
discharge to urban waters of the State. 
 
Source control addresses pollution at the source. Source control uses pollution-

prevention techniques and best management practices (BMPs) to prevent, control, and 

treat contaminants before pollutants enter the environment.   

The Pollution Prevention Assistance (PPA) Specialists of the Department of Ecology’s  

Pollution Prevention Assistance Partnership use their technical knowledge to help small 

businesses stop pollution before it starts. Medium and large-quantity generators of 

dangerous waste in Washington have had access to Pollution Prevention technical 

assistance for more than 20 years.  

Historically, most small businesses have had little access to dangerous-waste handling, 

disposal, or BMP expertise. The PPA Specialists provide this expertise to help small 

businesses identify and implement best pollution-prevention techniques and practices. 

The application of pollution-prevention techniques and BMPs can save small businesses 

money and conserve resources, too, as well as comply with all local, state, and federal 

regulations. 

http://www.ecy.wa.gov/programs/hwtr/lsp/index.html
http://www.ecy.wa.gov/programs/hwtr/lsp/index.html
http://www.ecy.wa.gov/programs/hwtr/P2/index.html


 

B. Budget: 

The project consultant budget is a total of $257,695 for technical assistance visits and 

other program obligations, as noted in Attachment B. 

 

C. Schedule: 

All work on this project must be complete by June 30, 2023.  An approximate schedule 

is as follows: 

• Under contract: September 2021   

• Minimum 40% of Technical assistance inspections complete:  June 30, 2022 

• All Technical assistance inspections complete: June 30, 2023 

• Reporting and documentation Complete:  June 30, 2023 

 

 D. Scope of Work and Deliverables: 
Work shall be conducted per Kirkland’s Contract with the Department of Ecology – 
Attachment B to this Request for Qualifications.  In summary, the scope of work and 
deliverables for this project, are as follows: 
 
• Conduct 375 Local Source Control Technical Assistance Visits per the terms of 

Attachment B spread between the Juanita Creek Watershed and other areas of 
Kirkland that need priority technical assistance. 

• Complete reporting and recordkeeping of all activities. Complete site visit forms, 
provide written follow-up correspondence with the business, email, and other 
communication between contractor and business will be transferred to City 7 days 
after compliance is reached. 

• Complete Quarterly and Annual Reports 
• Bi-monthly (at-least) meetings at City Hall or virtual platform to discuss progress 

and/or issues with business visits. 
• Possible pollution prevention education and outreach events or presentations for 

small to mid-size groups. 
• Attend trainings, networking events and Webinars sponsored by the Washington 

State Department of Ecology as part of the Pollution Prevention Assistance Program.  
An approximate listing of these events is included on page 17-19 of Attachment B 
(this list is subject to change). 

• Complete listed Unique Program elements in Attachment B, pages 9-10. City staff 
will be supporting the deliverables for two Unique Program Elements (1) Stormwater 
Phase II Permittee Advisory Committee and (2) Video Outreach Development 
Committee. All other Unique Program Element deliverables will be provided 
exclusively by contractor. 

• Provide Product Replacement Program services as detailed on page 14-15 of 
Attachment B. 

• Provide Voucher Program to businesses as detailed on page 21 and as further 
developed by Ecology during the contract timeframe. 

• Provide Spill Kits and associated site plans and maps, as well as provide training to 
businesses on how to use spill kits. 

 

Attachment B contains full details and constitutes the full scope for this project. 

 



 

2 Qualification Submission Requirements  
 

All submittals must be in accordance with the requirements set forth in this RFQ.  The 
Statement of Qualifications shall not exceed five (5) pages double-sided (a total of 10 single 
sheets).  The front cover, the back cover, a maximum two-page cover letter, stock project 
examples and resumes may be in addition to the 5-page limit.  The proposal format will be at 
the firm’s discretion, but the city encourages respondents to consider text-based proposals 
that minimize time and costs of preparation.  Proposals must include the following items: 
 
• Project Approach: 

a) Work Plan:  Describe the sequential tasks to be used to accomplish this project.  
Indicate all key deliverables and their contents.  

b) Project Organization and Staffing:  Describe the approach and methods for 
managing the project.  Provide an organization chart showing all proposed team 
members.  Describe the responsibilities of each person on the project team.  
Identify the Project Director and/or Manager and the key contact person for the 
City.   

c) Include resumes of each member of the project team.  List the portion of the work 
to be subcontracted and information describing the qualification and relative 
experience of any proposed subcontractors.  Include a list of information required 
or tasks to be completed by City staff.  

d) Project Schedule:  Provide a schedule for completing each task in the Scope of 
Work, including deadlines for preparing project deliverables. Demonstrate your 
team’s ability to perform the work requested within an established budget and 
schedule. 

 

• Related Experience:  Describe recent (within the last four (4) years), directly related 
experience.  Include the name of the client, description of the work done, address and 
telephone number, dates of the project and the name of the project director.  At least two 
references should be included.  For each reference indicate the reference’s name, 
organization, title, email address and telephone number.  The City reserves the right to 
contact any organizations or individuals listed. 

 

• Statement of Experience:  The consultant is required to provide evidence of experience in 
working with  

• public agencies 
• understanding of hazardous waste regulations and resources for small 

quantity generators 
• environmental compliance inspections of small businesses 
• public education and outreach experience 
• working with businesses whom speak English as a Second Language (ESL) 

The experience listed must be that which was performed by the consultant’s staff and/or 

team’s staff that will be assigned to this project.  The City will be focusing on the 

experience of the Lead Consultant/Project Manager who will be assigned to this project.  

Specify the percentage of that the Lead Consultant/Project Manager would be allocated 



 

to this project.  The submittal shall also identify other projects the proposed Lead 

Consultant/Project Manager will be committed to during the same timeline. 

• Signature:  Submittal must be signed by an individual with the appropriate contracting 
authority for the firm. 

 

 

3 Final Selection Procedures 

A.  Selection Criteria:  

The City will make a selection based on the evaluation of the written qualifications.  The 

City may also conduct an interview process with scoring used to determine the selected 

proposer. The City may elect to interview some or all proposers. The City reserves the 

right to make a selection based only on the evaluation of the written qualifications. Written 

qualifications and interviews will be evaluated based on the following criteria:   

  

Project understanding and proposed strategy for success      25  

Previous experience in similar projects/references including   25  

Expertise of key personnel and/or team partners for identified role(s)  35  

Approach to project management and delivery     15  

  

Total                   100 

 

B. Interview/Presentation (as needed): 

An interview/presentation period may be scheduled and conducted with the Selection 

Committee through a virtual meeting platform, not to exceed 1 hour.  The firm will be 

given 15 minutes for presentation.  The remaining time will be reserved by the Selection 

Committee for questions.  The purpose of the interviews will be to evaluate the experience 

and fit of the firms and to clarify and assure understanding of the requirements of the 

contract.  Staff that will be designated on the project should be available during the 

week of August 23rd to take part in the interview process.     

 

 D. Negotiation/Scope Development: 

The top ranked firm will be notified and will be asked to meet and submit their prospective 

scope of services and fee estimate. If, after negotiation and consideration, the City is 

unable to reach an acceptable agreement with the top-ranked firm, they will terminate 

negotiations with the top ranked firm and, at their soled discretion, may:  enter into 

negotiations with the second ranked firm; withhold the award for any reason; elect not to 

proceed with any of the proponents; or re-solicit new Qualifications. 

 

 

 

 



 

E. Final Selection: 

Once the City reaches an agreement that it finds acceptable with a preferred consulting 

firm, the Selection Committee will then make a recommendation to the Public Works 

Director. The City Manager’s Office will execute the contract. 

 
F. Contract: 

It is expected that a City of Kirkland Professional Services Agreement will be executed.  A 

sample agreement is provided as Attachment A. 

 

 G. Debarment and Suspension:   
By signing their submittal, the applicant certifies that neither the firm nor its principals 

are presently debarred, suspended, proposed for debarment, declared ineligible or 

voluntarily excluded from participation in this transaction by any Federal department or 

agency. 

 

Proposal Modifications and Clarifications  

 

The City will not reimburse proposers, for any costs involved in the preparation and submission 

of qualifications, or for attendance at subsequent interviews. Furthermore, this request for 

qualifications does not obligate the City to accept or contract for any express or implied 

services. The City reserves the right to negotiate regarding the terms and compensation for any 

proposal. The City reserves the right to request any proposer clarify their response or to supply 

any additional material deemed necessary to assist in the evaluation, and to modify or alter any 

or all of the requirements in this request for qualifications.  

 

Length of Contract 

The initial agreement will run through the designated Ecology Grant funding period of June 30, 

2023.   At the option of the City, the agreement may be extended to include one supplementary 

term, from July 1, 2023 to June 30, 2025.  This amendment will be based on vendor 

performance and additional funding granted by the Department of Ecology.  The total contract 

term shall not exceed five (5) years from initial contract execution. 

 

Submission Instructions  
 
Qualifications must be received by no later than 12:00 pm PDT on August 16, 2021. 
We encourage that Qualifications be submitted by email. Emailed Qualifications should include 
“Kirkland Pollution Prevention Assistance Program Inspection Services Proposal-Job 
#26-21-PW” in the subject line and be addressed to: purchasing@kirklandwa.gov. (Emailed 
Qualifications must be in PDF format and cannot exceed 20MB). 
 

Qualifications should be prepared simply and economically, providing a straightforward, concise 

description of provider capabilities to satisfy the requirements of the request. Special bindings, 



 

colored displays, promotional materials, etc. are not required or desired. Emphasis should be on 

completeness and clarity of content.  

 
Submittal Deadlines 

July 30, 2021     Release RFQ 

August 4, 2021   Proposer questions due 

August 9, 2021   Answers to RFQ questions posted on website 

August 16, 2021   Qualifications Due by 12:00 PM PDT 

August 18, 2021   Notify proposers of interviews (as needed) 

Week of August 23rd   Interviews (as needed) 

August 30, 2021   Notify selected proposer 

Week of August 30th   Contract negotiation/preparation/signature 

September 13, 2021   Anticipated start work date 

No later than June 30, 2023  Delivery of final product  

 

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

 
Questions 

Questions regarding the scope of work or evaluation process must be submitted in  

writing and should be addressed to Rachel Konrady, Surface Water Planner, at 

rkonrady@kirklandwa.gov. Questions regarding the RFQ process should be addressed to 

Purchasing staff, at purchasing@kirklandwa.gov. 

 

 

Terms and Conditions  

  

a. The City reserves the right to reject any and all qualifications, and to waive minor 

irregularities in any qualification.   

 

b. Proposers responding to this RFQ must follow the procedures and requirements stated in 

the RFQ document. Adherence to the procedures and requirements of this RFQ will ensure a 

fair and objective analysis of your qualifications. Failure to comply with or complete any part 

of this RFQ may result in rejection of your qualifications.  

 

c. The City reserves the right to request clarification of information submitted, and to request 

additional information on any submission.   

 

d. The City reserves the right to award any contract to the next most qualified company, if the 

successful company does not execute a contract within 30 days of being notified of 

selection.   

 

e. Any qualification may be withdrawn up until the date and time set above for opening of the 

qualifications. Any qualification not so timely withdrawn shall constitute an irrevocable offer, 

for a period of one hundred and twenty (120) days to sell to the City the services described 



 

in the attached specifications, or until one or more of the qualifications have been approved 

by the City administration, whichever occurs first.   

 
f. The contract resulting from acceptance of a qualification by the City shall be in a form 

supplied or approved by the City and shall reflect the specifications in this RFQ. A copy of 

the City’s standard professional Services Agreement is available for review (see attachment 

A). The City reserves the right to reject any proposed agreement or contract that does not 

conform to the specifications contained in this RFQ and which is not approved by the City 

Attorney’s office.   

 

g. The City shall not be responsible for any costs incurred by the company in preparing, 

submitting or presenting its response to the RFQ.   

 

h. Any material submitted by a proposer shall become the property of the City. Materials 

submitted after a contract is signed will be subject to the ownership provision of the 

executed contract.   

 

i. The City reserves the right not to award any portion or all of the project if it finds that none 

of the qualifications submitted meets the specific needs of the project or if the contract with 

Ecology is not executed or is terminated with the State Department of Ecology.  The City 

reserves the right to modify the scope of work and award portions of this RFQ to the 

selected vendor.  The City reserves the right to award this work to multiple vendors if the 

scope of work would be best completed by multiple vendors and their associated 

experience. 

 

Cooperative Purchasing   

  

Chapter 39.34 RCW allows cooperative purchasing between public agencies in the State of  

Washington. Public agencies which have filed an Intergovernmental Cooperative Purchasing  

Agreement with the City may purchase from City contracts, provided that the consultant agrees  

to participate. The City does not accept any responsibility for contracts issued by other public  

agencies, however.  

  

Public Disclosure   

  

Once submitted to the City, qualifications shall become the property of the City, and all  

qualifications shall be deemed a public record as defined in "The Public Records Act," chapter  

42 section 56 of the RCW. Any qualification containing language which copyrights the 

submission, declares the entire submission to be confidential, declares that the document is the 

exclusive property of the proposer, or is any way contrary to state public disclosure laws or this 

RFQ, could be removed from consideration. The City will not accept the liability of determining 

what the proposer considers proprietary or not. Therefore, any information in the qualification 

that the proposer claims as proprietary and exempt from disclosure under the provisions of 

RCW 42.56.270 must be clearly designated as described in the “Proprietary Material Submitted” 



 

section above. It must also include the exemption(s) from disclosure upon which the proposer is 

making the claim, and the page it is found on must be identified. With the exception of lists of 

prospective proposers, the City will not disclose RFQ qualifications until a bid selection is made. 

At that time, all information about the competitive procurement will be available with the 

exception of: proprietary/confidential portion(s) of the qualification(s), until the proposer has an 

adequate opportunity to seek a court order preventing disclosure. The City will consider a 

proposer’s request for exemption from disclosure; however, the City will make a decision 

predicated upon RCW 42.56.  

  

DBE Participation  

  

The City encourages DBE firms to submit qualifications and encourages all firms to team with 

DBE firms in their pursuit of this project. 

 

  



 

 
 

PROFESSIONAL SERVICES AGREEMENT   Attachment A 
PSA 6/30/2020 

 

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

 

In consideration of the mutual benefits and conditions set forth below, the parties agree 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 services 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 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 

services not completed in a satisfactory manner until such time as Consultant 
modifies such services 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 or suspend 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 services 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 Agreement 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 services.  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 

Agreement 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. 

 
  D. The Consultant at such times and in such forms as the City may require, shall 

furnish to the City such statements, records, reports, data, and information as 
the City may request pertaining to matters covered by this Agreement. All of 
the reports, information, data, and other related materials, prepared or 
assembled by the Consultant under this Agreement and any information 
relating to personal, medical, and financial data will be treated as confidential 
only as allowed by Washington State laws regarding disclosure of public 
information, Chapter 42.56 RCW 

 
   The Consultant shall at any time during normal business hours and as often 

as the City may deem necessary, make available for examination all of its 
records and data with respect to all matters covered, directly or indirectly, by 
this Agreement and shall permit the City or its designated authorized 
representative to audit and inspect other data relating to all matters covered 
by this Agreement. The City shall receive a copy of all audit reports made by 
the agency or firm as to the Consultant’s activities. The City may, at its 
discretion, conduct an audit, at its expense, using its own or outside auditors, 
of the Consultant’s activities which relate, directly or indirectly, to the 
Agreement.  

 
    Consultant will provide all original operation and maintenance manuals, along 

with all warranties, from the manufacturer for any equipment or items 
installed or supplied to the City has part of this contracted project. 

 



 

   The Consultant shall maintain accounts and records, including personnel, 
property, financial, and programmatic records, which sufficiently and properly 
reflect all direct and indirect costs of any nature expended and services 
performed pursuant to this Agreement.  The Consultant shall also maintain 
such other records as may be deemed necessary by the City to ensure proper 
accounting of all funds contributed by the City to the performance of this 
Agreement. 

 
The foregoing records shall be maintained for a period of seven years after 
termination of this Agreement unless permission to destroy them is granted 
by the Office of the Archivist in accordance with RCW Chapter 40.14 and by 
the City. 

 
 
 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 services 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 
 
To the greatest extent allowed by law the Contractor 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 in connection with performance of this Agreement, except for injuries and 
damages caused by the sole negligence of the City. 
 
Should a court of competent jurisdiction determine that this Agreement is subject to 
RCW 4.24.115, then, 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 Contractor and the City, its officers, officials, employees, and 
volunteers, the Contractor’s liability hereunder shall be only to the extent of the 
Contractor’s negligence.  It is further specifically and expressly understood that the 
indemnification provided herein constitutes the Contractor’s waiver of immunity 
under Industrial Insurance, Title 51 RCW, solely for the purpose 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 as least as broad as 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 as least as broad as ISO 

occurrence form CG 00 01 and shall cover liability arising from premises, 
operations, stop-gap 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 using an additional insured 
endorsement at least as broad as ISO CG 20 26. 

 



 

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 self-insured 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 

services 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 services. 

 
  F. Failure to Maintain Insurance 
 

Failure on the part of the Consultant to maintain the insurance as required 
shall constitute a material breach of agreement, upon which the City may, 
after giving five business days’ notice to the Consultant to correct the breach, 
immediately terminate the agreement or, at its discretion, procure or renew 
such insurance and pay any and all premiums in connection therewith, with 
any sums so expended to be repaid to the City on demand, or at the sole 
discretion of the City, offset against funds due the Consultant from the City. 

 



 

  G. City Full Availability of Consultant Limits 
 

If the Consultant maintains higher insurance limits than the minimums shown 
above, the City shall be insured for the full available limits of Commercial 
General and Excess or Umbrella liability maintained by the Consultant, 
irrespective of whether such limits maintained by the Consultant are greater 
than those required by this agreement or whether any certificate of insurance 
furnished to the City evidences limits of liability lower than those maintained 
by the Consultant. 
 

 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 
Agreement.  Any such work or services shall be considered as additional work, 
supplemental to this Agreement.  This Agreement may be amended only by written 
instrument properly signed by both parties. 

 
 



 

XVI.  NON-ENDORSEMENT 
 

As a result of the selection of a consultant to supply services to the City, the 
consultant agrees to make no reference to the City in any literature, promotional 
material, brochures, sales presentation or the like without the express written 
consent of the City. 
 

XVII. NON-COLLUSION 
 

By signature below, the Consultant acknowledges 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 or submission of a 
proposal to the City for consideration in the award of a contract on the specifications 
contained in this Agreement. 

 
XVIII. WAIVER 
 

Waiver by the City of any breach of any term or condition of this Agreement shall 
not be construed as a waiver of any other breach. 

 
XIX.  ASSIGNMENT AND SUBCONTRACT 
 

  The Consultant shall not assign or subcontract any portion of the services 
contemplated by this Agreement without the prior written consent of the City. 

 
 
 XX. DEBARMENT 
 

Recipient certifies that it is not suspended, debarred, proposed for debarment, 

declared ineligible or otherwise excluded from contracting with the federal 

government, or from receiving contracts paid for with federal funds.  

 
 
 
 
IN WITNESS WHEREOF, the parties hereto have executed this Agreement on the dates written 
below: 
 
CONSULTANT: CITY OF KIRKLAND: 
 
 
By:     By:     
   Tracey Dunlap, Deputy City Manager 
 
Date:   Date:    
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IAA No. C2200031 

 
INTERAGENCY AGREEMENT (IAA) 

BETWEEN 

THE STATE OF WASHINGTON, DEPARTMENT OF ECOLOGY 

AND 

CITY OF KIRKLAND 
 
THIS INTERAGENCY AGREEMENT (“Agreement” or “IAA”) is made and entered into by and between 
the state of Washington, Department of Ecology, hereinafter referred to as “ECOLOGY,” and the City of 
Kirkland, hereinafter referred to as the “CONTRACTOR,” pursuant to the authority granted by Chapter 39.34 
RCW. 
 
THE PURPOSE OF THIS AGREEMENT is for the CONTRACTOR to provide Pollution Prevention 
Assistance (PPA) Specialists who will provide technical assistance and education outreach to small businesses 
in an effort to prevent pollution of waters of the state as part of the Pollution Prevention Assistance Partnership 
(formerly known as the Local Source Control (LSC) Partnership).   
 
WHEREAS, ECOLOGY has legal authority (RCW 70A.214 and RCW 70A.300) and the CONTRACTOR 
has legal authority (City of Kirkland Code: Source Control Best Management Practices- 15.52.100 
within the Surface Water Management Code- 15.52) that allows each party to undertake the actions in 
this agreement. 
 
THEREFORE, IT IS MUTUALLY AGREED THAT:  
 

1) SCOPE OF WORK 
The CONTRACTOR shall furnish the necessary personnel, equipment, material and/or service(s) and 
otherwise do all things necessary for or incidental to the performance of the work set forth in Appendix A, 
Statement of Work, and Appendix B, Budget Detail, attached hereto and incorporated herein. 
 

2) PERIOD OF PERFORMANCE 
The period of performance of this IAA will commence on July 1, 2021, and be completed by June 30, 2023, 
unless the Agreement is terminated sooner as provided herein. Amendments extending the period of 
performance, if any, shall be at the sole discretion of ECOLOGY. 
 
  

rkonrady
Text Box
Attachment B
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3) COMPENSATION 

Compensation for the work provided in accordance with this IAA has been established under the terms of RCW 
39.34.130 and RCW 39.26.180(3).  This is a performance-based agreement, under which payment is based on 
the successful completion of expected deliverables and compliance with all terms and conditions.   
 
Compensation for this agreement will be released in two 1-year phases. Phase One is limited to 50 percent 
of the project budget and Phase Two can be up to the remaining percentage of the project budget.  On or 
before August 15, 2022, ECOLOGY will evaluate available funding and the CONTRACTOR’s 
performance and progress towards meeting contract deliverables and spending. To release the second year 
funding the CONTRACTOR, by June 30, 2022, must: 

1. Complete a minimum of 40% of the total site visit deliverables, and 
2. Utilize 40% of the total compensation award. 

If performance obligations have been met and funding is available per ECOLOGY’s determination, the full 
year 2 budget award will be considered available. Should the CONTRACTOR fail to make satisfactory 
progress or funding is limited, ECOLOGY will determine the appropriate additional funding to release for 
year 2 of the contract.  ECOLOGY will consider various factors in determining year 2 funding including, 
but not limited to, available funding, performance to date, staff vacancies, time and costs spent on unique 
program elements, and potential circumstances beyond the CONTRACTOR’s control.  
 

The source of funds for this IAA is Model Toxics Control Operating Account (23P), Model Toxics Control 
Capital Account (23N). Both parties agree to comply with all applicable rules and regulations associated with 
these funds.  

The parties have determined that the cost of accomplishing the work identified herein will not exceed two 
hundred fifty seven, six hundred ninety five dollars and zero cents ($257,695.00), including any indirect 
charges.  Payment for satisfactory performance of the work shall not exceed this amount unless the parties 
mutually agree via an amendment to a higher amount.  Compensation for services shall be based on the terms 
and tasks set forth in Appendix A, Statement of Work.  ECOLOGY will not make payment until it has reviewed 
and accepted the work.  

Travel expenses (meals, lodging, and mileage) will be reimbursed according to current state rates at the time 
of travel, not to exceed the budget (see Appendix B, Budget Detail). 
 
Purchase of source control tools or equipment (e.g. spill kits, plastic drum covers) and promotional items for 
distribution to businesses under this contract must be listed in Goods and Services budget or Equipment budget 
in Appendix B. Any purchases of equipment or goods and services over $1,000.00 not specifically listed in 
Appendix B must be pre-approved by ECOLOGY. When the agreement expires, or when the equipment is no 
longer needed for the originally authorized purpose (whichever comes first) the disposition of equipment shall 
be at ECOLOGY’s sole discretion.  
 
Indirect rates will be paid as indicated in Appendix B, Budget Detail. Changes to the indirect rate may be 
considered by ECOLOGY. CONTRACTOR shall provide supporting documentation necessitating the 
change to ECOLOGY.  ECOLOGY’s approval will be communicated by e-mail. An increase in indirect 
rate does not increase the total contract award.  Changes are handled by adjusting the budget between 
categories listed in Appendix B.  Changes to the total budget cost of the contract shall require an 
amendment. The budget referenced in Appendix B may be adjusted between categories (with the exception 
of the voucher program budget category), with ECOLOGY’s preapproval, and as long as the total budget is 
not exceeded. 
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ECOLOGY may, at its sole discretion, withhold payments claimed by the CONTRACTOR for services 
rendered, if the CONTRACTOR fails to satisfactorily comply with any term or condition of this Agreement.   

 
4) BILLING AND PAYMENT PROCEDURE 

Payment requests shall be submitted on state form, Invoice Voucher A19-1A.  Invoice voucher shall 
reference the Agreement (IAA) number and clearly identify those items that relate to performance under this 
Agreement.  Invoices shall describe and document to ECOLOGY’s satisfaction a description of the work 
performed, the progress of the work, and related costs.  Each invoice shall bill for actual hours worked 
during the quarter. The actual hours billed may be higher (as long as the total budget compensation award 
is not exceeded) or lower than the FTE estimate in Appendix A, Statement of Work.  Attach supporting 
documentation to the invoice.  See Appendix A, sections IV, V, and X for additional information (and 
section XI, Voucher Program if applicable). 

Send invoices to: 

State of Washington 
Department of Ecology 
Hazardous Waste & Toxics Reduction Program 
Attn: Elaine Snouwaert 
4601 N. Monroe Street 
Spokane, WA 99205 
Or 
Electronically submit invoices to Elaine Snouwaert at Elaine.Snouwaert@ecy.wa.gov  

Payment requests will be submitted on a quarterly basis.  Invoices must be submitted by the dates outlined in 
Appendix A, section X. Upon expiration of this Agreement, any claim for payment not already made shall be 
submitted to ECOLOGY within 30 days after the expiration date or the end of the fiscal year, whichever is 
earlier. 

Payment will be made within thirty (30) days of submission of a properly completed invoice (form A19-
1A) with supportive documentation.  All expenses invoiced shall be supported with copies of invoices paid.   

Payment will be issued through Washington State’s Office of Financial Management’s Statewide Payee 
Desk.  To receive payment, CONTRACTOR must register as a statewide vendor by submitting a statewide 
vendor registration form and an IRS W-9 form at website, https://ofm.wa.gov/it-systems/statewide-
vendorpayee-services. For questions about the vendor registration process, contact Statewide Payee Help 
Desk at (360) 407-8180 or email PayeeRegistration@ofm.wa.gov. 
 

5) ALTERATIONS AND AMENDMENTS 
This Agreement may be amended by mutual agreement of the parties.  Such amendments shall not be binding 
unless they are in writing and signed by personnel authorized to bind each of the parties. 
 

6) ASSIGNMENT 
The work to be provided under this Agreement, and any claim arising thereunder, is not assignable or delegable 
by either party in whole or in part, without the express prior written consent of the other party, which consent 
shall not be unreasonably withheld. 
 
  

mailto:Elaine.Snouwaert@ecy.wa.gov
https://ofm.wa.gov/it-systems/statewide-vendorpayee-services
https://ofm.wa.gov/it-systems/statewide-vendorpayee-services
mailto:PayeeRegistration@ofm.wa.gov
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7) ASSURANCES 
Parties to this Agreement agree that all activity pursuant to this agreement will be in accordance with all 
the applicable current federal, state, and local laws, rules, and regulations. 
 

8) CONFORMANCE 
If any provision of this Agreement violates any statute or rule of law of the state of Washington, it is 
considered modified to conform to that statute or rule of law. 
 

9) DISPUTES 
Parties to this Agreement shall employ every effort to resolve a dispute themselves without resorting to 
litigation.  In the event that a dispute arises under this Agreement that cannot be resolved among the parties, 
it shall be determined by a Dispute Board in the following manner.  Each party to this Agreement shall 
appoint one member to the Dispute Board.  The members so appointed shall jointly appoint an additional 
member to the Dispute Board.  The Dispute Board shall review the facts, agreement terms, and applicable 
statutes and rules, and then make a determination of the dispute.  The determination of the Dispute Board 
shall be final and binding on the parties hereto, unless restricted by law.  The cost of resolution will be 
borne by each party paying its own cost.  As an alternative to this process, if state agencies, either of the 
parties may request intervention by the Governor, as provided by RCW 43.17.330, in which event the 
Governor's process will control.  The parties may mutually agree to a different dispute resolution process.  
 

10) FUNDING AVAILABILITY 
ECOLOGY’s ability to make payments is contingent on availability of funding.  In the event funding from 
state, federal, or other sources is withdrawn, reduced, or limited in any way after the effective date and prior 
to completion or expiration date of this Agreement, ECOLOGY, at its sole discretion, may elect to terminate 
the Agreement, in whole or part, for convenience or to renegotiate the Agreement subject to new funding 
limitations and conditions.  ECOLOGY may also elect to suspend performance of the Agreement until 
ECOLOGY determines the funding insufficiency is resolved.  ECOLOGY may exercise any of these 
options with no notification restrictions, although ECOLOGY will make a reasonable attempt to provide 
notice.  

In the event of termination or suspension, ECOLOGY will reimburse eligible costs incurred by the 
CONTRACTOR through the effective date of termination or suspension.  Reimbursed costs must be agreed 
to by ECOLOGY and the CONTRACTOR.  In no event shall ECOLOGY’s reimbursement exceed 
ECOLOGY’s total responsibility under the agreement and any amendments. 
 

11) GOVERNING LAW AND VENUE 
This Agreement is entered into pursuant to and under the authority granted by the laws of the state of 
Washington and any applicable federal laws. The provisions of this Agreement shall be construed to conform 
to those laws.  This Agreement shall be construed and interpreted in accordance with the laws of the state 
of Washington, and the venue of any action brought hereunder shall be the Superior Court for Thurston 
County.  
 

12) INDEPENDENT CAPACITY 
The employees or agents of each party who are engaged in the performance of this Agreement shall continue 
to be employees or agents of that party and shall not be considered for any purpose to be employees or agents 
of the other party. 
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13) ORDER OF PRECEDENCE 
In the event of an inconsistency in the terms of this Agreement, or between its terms and any applicable statute 
or rule, the inconsistency shall be resolved by giving precedence in the following order: 

a. Applicable federal and state of Washington statutes, regulations, and rules. 
b. Mutually agreed upon written amendments to this Agreement. 
c. This Agreement, number C2200031. 
d. Appendix A, Statement of Work. 
e. Appendix B, Budget Detail. 
f. Appendix C, Special Terms and Conditions. 
g. Any other provisions or term of this Agreement, including materials incorporated by reference or 

otherwise incorporated. 
 

14) RECORDS MAINTENANCE 
The parties to this Agreement shall each maintain books, records, documents, and other evidence that 
sufficiently and properly reflect all direct and indirect costs expended by either party in the performance of the 
service(s) described herein.  These materials shall be subject to inspection, review, or audit by personnel of 
both parties, other personnel duly authorized by either party, the Office of the State Auditor, and federal 
officials so authorized by law.  All books, records, documents, and other materials relevant to this Agreement 
must be retained for six years after expiration of this Agreement. The Office of the State Auditor, federal 
auditors, and any persons duly authorized by the parties shall have full access and the right to examine any of 
these materials during this period. Each party will utilize reasonable security procedures and protections for all 
materials related to this Agreement.   All materials are subject to state public disclosure laws. 
 

15) RESPONSIBILITIES OF THE PARTIES 
Each party of this Agreement hereby assumes responsibility for claims and/or damages to persons and/or 
property resulting from any act or omissions on the part of itself, its employees, its officers, and its agents.  
Neither party will be considered the agent of the other party to this Agreement.  
 

16) RIGHTS IN DATA 
Unless otherwise provided, data which originates from this Agreement shall be "work made for hire" as defined 
by the United States Copyright Act, Title 17 U.S.C. section 101 and shall be owned by state of Washington, 
ECOLOGY.  Data shall include, but not be limited to, reports, documents, pamphlets, advertisements, books 
magazines, surveys, studies, computer programs, films, tapes, and/or sound reproductions.  Ownership includes 
the right to copyright, patent, and register these items, and the ability to transfer these rights. 
 

17) SEVERABILITY 
If any provision of this Agreement or any provision of any document incorporated by reference shall be held 
invalid, such invalidity shall not affect the other provisions of this Agreement which can be given effect without 
the invalid provision, if such remainder conforms to the requirements of applicable law and the fundamental 
purpose of this Agreement, and to this end the provisions of this Agreement are declared to be severable. 
 

18) SUBCONTRACTORS 
CONTRACTOR agrees to take complete responsibility for all actions of any Subcontractor used under this 
Agreement for the performance. When federal funding is involved there will be additional contractor and 
subcontractor requirements and reporting. 
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Prior to performance, all subcontractors who will be performing services under this Agreement must be 
identified, including their name, the nature of services to be performed, address, telephone, WA State 
Department of Revenue Registration Tax number (UBI), federal tax identification number (TIN), and 
anticipated dollar value of each subcontract. Provide such information to ECOLOGY’s Agreement manager. 
 

19) SUSPENSION FOR CONVENIENCE 
ECOLOGY may suspend this Agreement or any portion thereof for a temporary period by providing written 
notice to the CONTRACTOR a minimum of seven (7) calendar days before the suspension date.  
CONTRACTOR shall resume performance on the first business day following the suspension period unless 
another day is specified in writing by ECOLOGY prior to the expiration of the suspension period. 
 

20) TERMINATION FOR CAUSE 
If for any cause, either party does not fulfill in a timely and proper manner its obligations under this Agreement, 
or if either party violates any of these terms and conditions, the aggrieved party will give the other party written 
notice of such failure or violation.  The responsible party will be given the opportunity to correct the violation 
or failure within fifteen (15) business days.  If failure or violation is not corrected, this Agreement may be 
terminated immediately by written notice of the aggrieved party to the other. 
 

21) TERMINATION FOR CONVENIENCE 
Either party may terminate this Agreement without cause upon thirty (30) calendar day prior written notification 
to the other party.  If this Agreement is so terminated, the parties shall be liable only for performance rendered 
or costs incurred in accordance with the terms of this Agreement prior to the effective date of termination. 
 

22) WAIVER 
A failure by either party to exercise its rights under this Agreement shall not preclude that party from subsequent 
exercise of such rights and shall not constitute a waiver of any other rights under this Agreement unless stated 
to be such in a written amendment to this Agreement signed by an authorized representative of the parties. 
 

23) AGREEMENT MANAGEMENT 
The representative for each of the parties shall be responsible for and shall be the contact person for all 
communications, notifications, and billings questions regarding the performance of this Agreement. The parties 
agree that if there is a change in representatives, they will promptly notify the other party in writing of such 
change, such changes do not need an amendment.  
 

The ECOLOGY Representative is: The CONTRACTOR Representative is: 

Name: Elaine Snouwaert 
Address: 4601 N. Monroe Street 
 Spokane, WA 99205 
Phone: (509) 329-3503 office 

  (509) 385-5169 cell 
Email: Elaine.Snouwaert@ecy.wa.gov 
 

Name: Rachel Konrady 
Address:  123 5th Avenue 
 Kirkland, WA 98033 
Phone: (425) 587-3873 
Email: rkonrady@kirklandwa.gov 
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24) ALL WRITINGS CONTAINED HEREIN 
This Agreement contains all the terms and conditions agreed upon by the parties.  No other understandings, 
oral or otherwise, regarding the subject matter of this Agreement shall be deemed to exist or to bind any of the 
parties hereto.   
 
The signatories to this Agreement represent that they have the authority to bind their respective 
organizations to this Agreement. 
 
IN WITNESS WHEREOF, the parties below, having read this Agreement in its entirety, including all 
attachments, do agree in each and every particular as indicated by their signatures below. 
 

 
State of Washington 
Department of Ecology 
 
 
By: 

 City of Kirkland 
 
 
 
By: 

 Signature Date   Signature Date 

Heather R. Bartlett 
  Tracey Dunlap 

 
Deputy Director  Deputy City Manager 
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APPENDIX A 
STATEMENT OF WORK  

City of Kirkland 
 

Section I.  Introduction 
 
This Statement of Work is for the 2021-2023 biennial Interagency Agreement (IAA) for the Pollution 
Prevention Assistance (PPA) Partnership, which is overseen by the Washington State Department of 
Ecology (ECOLOGY), Hazardous Waste and Toxics Reduction Program.  
 
The mission of the Pollution Prevention Assistance Partnership is: 

 
“We protect Washington’s residents and environment by helping small 

businesses reduce toxic chemical use, safely manage dangerous waste, and 
keep stormwater free of pollutants.”  

 
The CONTRACTOR, through their Pollution Prevention Assistance (PPA) program, will conduct 
multimedia source control site visits and pollution prevention activities to businesses that are small 
quantity generators (SQGs) of dangerous waste. In this context an SQG is any business, non-profit, 
facility, school, or other organization that generates less than 220 pounds of dangerous waste per calendar 
month and less than 2.2 pounds of extremely hazardous waste per calendar year. The site visits, along 
with other pollution prevention activities conducted by the CONTRACTOR, will be designed to reduce or 
eliminate dangerous waste and other pollutants at the source through best management practices that 
prevent spills and discharges to ground, air, and water (especially to industrial wastewater and 
stormwater).  
 
To further facilitate the reduction or elimination of toxic chemical use at the source, the CONTRACTOR 
will seek and discuss opportunities to assist businesses with switching processes, products, or equipment 
to use effective safer-alternatives. This program will be known as the “Product Replacement Program” or 
PRP.   

The PPA work is expected to fall within these general proportions:  
Technical Assistance (TA) visits (approximately 10-15% of TA visits will involve 
PRP) 
(see Section III) 

65% 

Unique Program Elements  
(see Section II)  

20% 

Training  
(see Section VIII) 

10% 

Other (admin, staff meetings, etc.) 
5% 
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The CONTRACTOR is expected to: 

• Interact with other partners within the PPA Partnership to provide technical assistance and 
training, and share resources and experiences. 

• Set up alerts to receive notifications when requests for information have been made on the PPA 
Partnership SharePoint Discussion Board. 

• Ensure at least one staff member is available to provide timely information and feedback to 
ECOLOGY’s PPA Coordinator and to attend mandatory meetings and trainings. Feedback on 
Partnership goals, direction, and projects will occasionally be requested via online surveys and 
email requests.   

• Act in a professional and ethical manner, and shall avoid any conflict of interest that might 
influence the CONTRACTOR’s actions or judgment. 

• Disclose immediately to ECOLOGY any interest, direct or indirect, that might be construed as 
prejudicial in any way to the professional judgment of the CONTRACTOR in rendering service 
under this Agreement. 

Key staff, estimated FTE, and their roles are identified in Table 1. Please note, this is an estimate of time 
dedicated to this contract over the full two years of the contract; quarterly invoicing must reflect actual 
hours worked even if hours are higher or lower than the FTE estimate.  
 
Table 1: Key Staff 

Staff Name Estimated FTE Role 
Rachel Konrady 0 Contract Management 
Contractor 1 PPA Specialist 
Rachel Konrady 0 Billing 
Aaron Hussmann 0 Outreach 
Kelli Jones 0 Surface Water Program 

Supervisor 

Section II.  Unique Program Elements 
The CONTRACTOR will conduct the unique elements for their PPA program, outlined in Table 2. 
 
 
Table 2: Unique Program Elements 

  
Program Element Deliverable(s) 
Resource Consistency 
Workgroup (RCW) – a 
workgroup of PPA specialists 
focused on improving branding 
and messaging consistency across 
the partnership. 

Work with the other members of the workgroup and Ecology to 
draft and finalize a workgroup charter and work plan for the 
RCW to use going forward. 
The charter should include the following items.  

• Mission Statement or charge. 
• Powers and authority of committee. 
• Composition of the committee. 
• Roles and responsibilities. 
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• Decision-Making 
 

The work plan should include the following items. 
Tasks for this biennium, including major milestone, timelines, 
and work products. 
Review and provide feedback to Ecology on draft documents for 
the Pollution Prevention Assistance partnership. See completed 
charter, and Ecology review procedures for more details. 
Participate in at least 90% of the workgroup meetings. If you are 
unable to attend the meeting, give the RCW lead as much notice 
as possible, and follow up with any assignments or document 
review as soon as possible. 

Product Replacement Program 
(PRP) Advisory Committee– 
PPA specialists who will review 
materials and advise Ecology on 
implementation of various PRP 
projects. 

Participate in 90% of committee meetings. 
When requested by Ecology’s PRP team, review PRP outreach 
materials and processes; Provide feedback and insight into how 
it will best integrate with other PPA work. 
Advise and assist with the development of procedures and 
voucher forms for a PPA voucher program. Target to launch the 
voucher program is January 3, 2022.  

Stormwater Phase II Permittee 
Advisory Committee- PPA 
specialists to review materials and 
advise developers of the WSU 
Stormwater Center’s business 
inspection training materials with 
the purpose of promoting 
consistency across businesses and 
coordination to avoid overlap.   

Lead committee by organizing meetings and acting as primary 
contact with WSU. 
Participation in 90% of committee meetings. Participate on a 
committee to assist WSU’s development of permittee guidance 
and training. Provide insights on conducting business visits. 
Work with the other members of the committee and Ecology to 
draft and finalize a work plan. This work plan should describe 
the roles and responsibilities of participants and outline the tasks 
to be completed.  
Review all materials. 
Mentor up to three permittees staff (optional). 

New specialist training 
discussion panel – PPA 
specialists with extensive 
experience conducting PPA visits 
who will share knowledge and 
experience with new PPA 
specialists (see also Appendix A, 
Section VIII.1. for reference). 

Participate in 90% of scheduled panel discussions. 
Approximately 12 panel discussions over the course of the 
contract (6 per year), will be planned and hosted virtually by 
Ecology. 
Answer questions and share your experiences and tips for 
success. 

Video Outreach Development 
Committee– PPA specialists will 
collaborate to develop videos for 
business sector audiences under 
the guidance of Ecology staff. 

Participate on a committee to develop short videos or other 
electronic messaging to communicate messages about BMPs 
and advertise PPA services to businesses (in other languages as 
appropriate). 
Work with the other members of the committee and Ecology to 
draft and finalize a work plan. This work plan should describe 
the roles and responsibilities of participants and outline the tasks 
to be completed.  
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Participate in at least 90% of the workgroup meetings. If you are 
unable to attend the meeting, give the RCW lead as much notice 
as possible, and follow up with any assignments or document 
review as soon as possible. 
Review all materials. 

Section III.  Technical Assistance Visits 
 
The CONTRACTOR will conduct technical assistance site visits to small quantity generators of 
dangerous wastes, and to businesses or organizations that have the potential to pollute stormwater.  
Approximately 60% of the visits will be Initial Visits.  If Initial Visits fall below 60%, combined Initial 
Visits and Follow-up Visits must account for at least 80% of the total visits. While necessary, efforts 
should be made to minimize Screening Visits.  
 

• An Initial Visit occurs at the actual site and results in a completed ‘checklist’ (or enough data 
gathered to complete data entry into the LSC database).  It will either be the first complete visit to 
a site OR the first visit in two or more years. 

• A Screening Visit is an attempted visit to the site, but the business declined or put off the visit, 
OR you were interrupted during the visit and were unable to gather complete data, OR you 
discover that the facility does not exist anymore OR you discover that the business does not 
qualify for a visit under the PPA program (e.g. it is a medium or large quantity generator).   

• A Follow-Up Visit should occur within 90 days of the Initial Visit.  Follow-up should generally 
be done through an on-site visit. However, a phone conversation, mail or email exchange may 
count as a Follow-Up Visit if it includes confirmation that the issues that were identified in the 
initial visit were resolved. Follow-up Visits must be conducted to resolve High Priority 
Environmental Issues (See section below).  

  
 
Table 3: Number of Technical Assistance Visits 

Number of Total Visits 375 
Target for Initial Visits 200 
Target for Follow-up Visits 150 

 
 
Business sectors, organizations, waste streams, and/or geographical area that will provide a focus for the 
2021-2023 technical assistance visits are listed in Table 4. 
 
Table 4: Technical Assistance Targets 

Target Rationale for selecting 
Juanita Creek Watershed  The Juanita Creek basin is the largest in Kirkland and contains nearly 

2,000 businesses. It includes the Totem Lake Urban Center. This will be 
a new area of focus for our PPA technical assistance services. We have 
received many complaints about businesses in this area and would like 
to focus efforts here. 

Internal Kirkland Referrals 
(Spills, complaints, other 
inspections) 

It is important to serve problem businesses identified from other 
inspections or through the Kirkland Spills Response Program. 
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 Product Replacement 
Program Sectors: 
Automotive maintenance 
and Repair and Gymnastic 
and other 
athletic/entertainment 
centers with foam pits 

Product Replacement Program implementation. 

 
ECOLOGY may direct a portion of technical assistance visits toward specific priority sources or 
contaminants. 
 
High Priority Environmental Issues 

The below list is ECOLOGY’s high priority environmental issues because they have the potential to 
directly impact human health and/or the environment. If one or more of these issues are found during a 
site visit, a Follow-up visit is justified but not necessarily required. The severity of the issue will help 
determine if a Follow-up visit is necessary. A Follow-up visit to a business for other (non-high priority) 
issues is at the discretion of the CONTRACTOR.   

When unable to resolve high priority environmental issues, the Pollution Prevention Specialist will refer 
the issue to ECOLOGY or other appropriate agency.  Serious concerns about impacts to human health 
and/or the environment warrant a consultation with ECOLOGY or other regulatory agencies to determine 
whether or not the issue needs to be referred.  
 

• Hazardous waste being improperly designated  
• Hazardous waste being improperly disposed  
• Hazardous products/wastes being improperly stored 
• Compromised dangerous waste containers need to be repaired or replaced 
• Illegal plumbing connection 
• Illicit discharge of wastewater to storm drain 
• Improperly stored containerized materials 
• Improperly stored non-containerized materials 
• Leaks and spills in dangerous waste storage areas 

 
 
Visit Guidance 

The following guidance applies to technical assistance visits, unless otherwise discussed with 
ECOLOGY:  

1. Prior to the visit: 
• Coordinate with other entities that may be conducting business visits in the area to reduce 

potential “inspection fatigue.”  
• Check with ECOLOGY Urban Waters staff (where applicable) to ensure that the business is 

not currently being visited by Urban Waters staff. 
• Research site and issues prior to the visit using a combination of data sources such as LSC 

Database for previous visits or visits to similar businesses, industry resources, news articles, 
etc. 

• To the extent possible, verify the site is not a medium or large quantity generator. 
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• Check to see if a sector specific Checklist or Tip Sheet is available on the PPA Partnership 
SharePoint site to help guide the visit.  

2. During the visit: 
• Provide technical assistance on proper management of dangerous waste, prevention of 

stormwater pollution, spill prevention, and reduction of hazardous substance use (when 
applicable).  

• Ensure, at a minimum, all items on the basic Checklist are reviewed. If while at the site, it 
becomes apparent the business is a medium or large quantity generator, either complete the 
visit and count it as a screening visit, OR formally refer the dangerous waste portion to 
ECOLOGY to count it as a full initial visit. This site should not be scheduled for future visits, 
unless it is likely their generator status has changed to qualify as an SQG.  

• If appropriate, encourage businesses to participate in local green business programs, such as 
the EnviroStars business certification program.  

• If a Product Replacement Program (PRP) opportunity exists for the business, discuss the 
opportunity, terms and conditions, and steps to qualify as outlined in Section V.  

• Discuss spill response preparedness and offer spill kit for developing a plan. Funds can be 
used to purchase spill kits to provide to businesses. Occasionally ECOLOGY will provide 
spill kits through a bulk order, if funding is available.  

• If possible, photograph observed issues for before and after success stories.  
• Activities that may be beneficial during the visit include, but are not limited to, walking the 

site (interior and exterior), checking storm drains, checking for illicit connections, checking 
dumpster and waste storage, providing handouts, and ensuring necessary permits are in place.  

3. At the end of the visit or after the visit: 
• Provide written follow-up to document the results of the visit.  This can be done by leaving a 

copy of the ‘Checklist’ or other documentation with the business at the end of the visit, by 
using a commitment postcard (format available in Branding Documents on PPA Partnership 
SharePoint), by sending a follow-up letter/email, or alternatively by sending a ‘thank you’ 
postcard if no issues were identified. 

• If necessary, coordinate with other agencies (e.g. the fire marshal, code enforcement, 
stormwater, wastewater treatment, and/or moderate risk waste staff) to ensure that the 
information you are providing is consistent with the other agency’s regulations and/or best 
management practices. 

• The PPA Specialists will make referrals to ECOLOGY as needed and report results. 
 

Section IV. Partnership Branding and Outreach 
 

When unique outreach or educational materials are developed by the CONTRACTOR using PPA 
Partnership funds, a draft must be sent to ECOLOGY for review and approval.  To the extent feasible, the 
CONTRACTOR must utilize the Partnership’s branding tools and templates available to produce these 
materials. The intent of this requirement is to facilitate a unified image and consistent messaging across 
the Partnership. The Partnership logo and other branding resources are available on the PPA Partnership 
SharePoint site.  
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It may be appropriate to include funding acknowledgement on some outreach materials. The 
CONTRACTOR will consult with ECOLOGY’s PPA Partnership Coordinator to determine whether 
funding acknowledgement is required.  
 
Finalized materials which may be useful to other Partnership contractors should be provided for upload to 
the resource Document Library on the PPA Partnership SharePoint Site.  
 
Each CONTRACTOR must maintain a PPA webpage which meets the minimum requirements developed 
by the 2020 Resource Consistency Workgroup. See PPA Partnership SharePoint Site for requirements. 
The incorporation of the minimum webpage requirements should be completed by June 30, 2022 unless 
otherwise approved by ECOLOGY.  

Section V. Product Replacement Program (PRP) 
 
The Product Replacement Program is designed to eliminate Persistent Bioaccumulative Toxic (PBT) 
chemicals from use in commerce. The PRP removes and replaces PBT chemicals present in products, 
processes, or technologies to help prevent toxics from entering the environment. One of the best and most 
effective ways to prevent further environmental contamination, protect water quality, and reduce human 
health risk is to eliminate these toxic chemicals at the source. The PRP assists businesses with switching 
to safer alternatives. 
 
PPA contractors are integral to the PRP. The CONTRACTOR will seek and discuss opportunities to 
assist businesses with switching processes, products, or equipment to use effective safer-alternatives. For 
technical assistance visits, where PRP is discussed, CONTRACTOR will record in the LSC Database the 
type of product or equipment replacement opportunity the business is interested in and other required 
information.  
 
The CONTRACTOR will assist ECOLOGY with the following programs: 
 

1. Replacement of dry cleaning technology that uses perchloroethylene by visiting dry cleaners, 
discussing the program, assisting with required paperwork, and completing the final visit after 
new machine installation. Guidelines for this program are outlined in separate documents and 
posted on the PPA Partnership SharePoint.  

2. Promoting awareness of the national mercury thermostat takeback program at appropriate 
businesses.  
 

Additional takeback and replacement programs ECOLOGY is exploring for addition to the PRP include, 
but are not limited to: 

1. PFAS-containing firefighting foam takeback program. Currently ECOLOGY is working directly 
with fire departments, but this program may be expanded to businesses with PFAS-containing fire 
suppression systems.  

2. Flame retardants in foam and equipment at gymnasiums, play centers, and recreation facilities.  
3. Degreasers and solvents in parts washing systems in multiple business sectors.  
4. PCB-containing light ballasts in schools.  
5. Additional chemicals and products may also be added to this list. 
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ECOLOGY, in collaboration with the PPA Partnership, will develop procedures and criteria, which must 
be met for a business to receive reimbursement for any of the above chemicals or products. PRP payments 
for reimbursement to the business will come directly from ECOLOGY and are not included within the 
CONTRACTOR’s funding compensation associated with this contract.  
 
The PRP reimbursement payment will be made through direct disbursement from ECOLOGY to the 
business implementing the product or equipment replacement.  In order to facilitate these payments, the 
CONTRACTOR must assist ECOLOGY in maintaining records indicating how the business qualified for 
the PRP reimbursement per the PRP program’s eligibility criteria. Eligibility criteria will be developed by 
ECOLOGY and the Product Replacement Program Committee for each type of reimbursement offered.    
 
The CONTRACTOR will provide technical assistance to the business to help ensure the business 
qualifies for a PRP reimbursement payment from ECOLOGY by completing the following steps, unless 
otherwise specified in guidelines developed specific to an individual reimbursement. Specific 
requirements for individual reimbursement programs will be maintained on the PPA Partnerweb 
SharePoint site. 

1. CONTRACTOR conducts technical assistance visit and provides business with recommendations 
to reduce or eliminate a qualifying chemical or product. These recommendations must be 
recorded in the LSC Database.  

2. CONTRACTOR must communicate to the business that it may take up to 4 months to receive 
payment from ECOLOGY after purchase and that the business must respond to inquiries from 
ECOLOGY or the Office of Financial Management (OFM) in a timely manner to avoid delays in 
payment.  

3. CONTRACTOR assists business as needed with paperwork required to apply for reimbursement, 
including a state payee registration form. 

4. Business purchases approved product or equipment and converts fully to utilization of new 
product or equipment in accordance with the eligibility criteria for the PRP reimbursement.  

5. Business submits receipts for the product or equipment purchase and installation to ECOLOGY’s 
PRP Coordinator.  This submittal may be facilitated through the CONTRACTOR’s representative 
for some PRP projects.  

6. CONTRACTOR may be requested by ECOLOGY to verify through a site visit and review of 
records that product or equipment has been installed per PPA Specialist or ECOLOGY 
recommendations, old product or equipment has been legally disposed of or decommissioned, and 
all other eligibility criteria have been met.  

 
For information about an optional voucher program that the CONTRACTOR can provide directly to a 
business, see Section XI.  
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Section VI. Timeline 

Table 5: Timeline 

Time Period Goal for number 
of Site Visits 

Unique Program Element 
activities 

Technical Assistance 
Target activities 

July 1, 2021 – 
December 31, 2021 
 

35 - initial/follow 
up 
5 - screening  

• Resource Consistency 
Workgroup 

• Product Replacement 
Committee 

• Stormwater Phase II 
Permittee Advisory 
Committee 

• Video Outreach 
Development Committee 

Juanita Creek, 
Referrals, 
Product Replacement 
Sectors 

January 1, 2022 – 
June 30, 2022 
 

125 - initial/follow 
up 
15 - screening 

• Resource Consistency 
Workgroup 

• Product Replacement 
Committee 

• Stormwater Phase II 
Permittee Advisory 
Committee 

• Video Outreach 
Development Committee 

Juanita Creek, 
Referrals, Product 
Replacement Sectors 

July 1, 2022 – 
December 31, 2022 
 

125 - initial/follow 
up 
5 - screening 

• Resource Consistency 
Workgroup 

• Product Replacement 
Committee 

• Stormwater Phase II 
Permittee Advisory 
Committee 

• Video Outreach 
Development Committee 

Juanita Creek, 
Referrals, 
Product Replacement 
Sectors 

January 1, 2023 – 
June 30, 2023 
 

65 - initial/ follow 
ups 

• Resource Consistency 
Workgroup 

• Product Replacement 
Committee 

• Stormwater Phase II 
Permittee Advisory 
Committee 

• Video Outreach 
Development Committee 

Juanita Creek, 
Referrals, 
Product Replacement 
Sectors 
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Section VII.  Local Source Control (LSC) Database 
 
Information gathered during technical assistance visits by the CONTRACTOR must include all of the 
elements that are listed in the most up-to-date PPA Checklist (check PPA Partnership SharePoint site for 
details) and be entered into ECOLOGY’s LSC database. The following guidance applies to all technical 
assistance visits, unless otherwise discussed with ECOLOGY:  

• Collect enough information to complete all of the applicable fields in ECOLOGY’s LSC database 
and enter it into the database within 15 work days of the visit. 

• If you make a referral to a regulatory agency, enter the information about the referral into the 
database within 15 work days of the referral.  

• Ensure that data entry is complete and accurate. 
• At a minimum all elements on the most recent version of ECOLOGY’s PPA Checklist must be 

checked at each business visit. Specialists must attest that they have verified all elements. 
o Additional sector specific checklists are available on the ECOLOGY PPA Partnership 

SharePoint Site.  
o CONTRACTOR may substitute use of their own version(s) of the checklist(s) as long as 

it contains all elements on ECOLOGY’s most recent checklist (See PPA Partnership 
SharePoint for details), and has been reviewed and approved by ECOLOGY staff.  

• Refer to the LSC database instructions posted in the database interface, or contact ECOLOGY 
PPA staff, for assistance with database entry.  

• If using paper checklists or equivalent documentation, maintain originals in accordance with your 
local public disclosure laws. 

Section VIII.  Training 
 
ECOLOGY expects that the CONTRACTOR will provide basic training to the Pollution Prevention 
Assistance Specialists on topics relevant to their position. ECOLOGY will provide additional training to 
ensure that CONTRACTOR's staff are properly trained and supported to conduct PPA activities, and that 
experienced staff are exposed to new information, and have opportunities to share their expertise for the 
benefit of the PPA Partnership. The following types of training are provided.  Table 6 below contains a 
tentative training schedule; ECOLOGY will communicate the final schedule to the CONTRACTOR. 
 
New PPA Specialist Mentoring and Training 

ECOLOGY staff and experienced PPA Specialists will provide a variety of training support to new PPA 
staff. ECOLOGY will provide new hires a “welcome email” within the first two weeks of work as a PPA 
Specialist. This email will provide instructions for accessing the PPA Partnership SharePoint, LSC 
Database, and guidance on resources and training. All Specialists are expected to create an “alert” for the 
PPA Partnership SharePoint Discussion Board to receive email alerts at least once per week when topics 
are posted.  

1. New PPA Specialist Training & SharePoint Resources 
New PPA specialist training is provided in the form of self-paced online modules available through 
ECOLOGY’s PartnerWeb SharePoint site, and web-based discussion panels. The web-based 
discussion panels will be planned and conducted by ECOLOGY staff and include new specialists 
and experienced PPA specialists who can offer suggestions and feedback to new specialists. The 
discussion panels are scheduled for the second Thursday of every other month from 10:30 to 12:00. 
On occasion these meetings will need to be rescheduled to accommodate panelists or new specialists 
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who cannot make the originally scheduled date. ECOLOGY staff will provide as much notice as 
possible when these panels are rescheduled. 

Schedule: 

 
 
2. Field Mentoring & Training Review 
The CONTRACTOR will provide training to their new staff to ensure they can perform the work.  In 
addition, ECOLOGY will assign two experienced PPA Specialists as mentors to provide field 
training and support to a new hire. If available, one mentor will be from the CONTRACTOR’s 
organization and the other mentor from another PPA contractor (partner) jurisdiction in as close 
proximity as possible. Mentors will be assigned within two weeks of notifying ECOLOGY of new 
staff hires.  
 
Field mentoring will involve a series of accompanied field visits designed by the mentor and 
ECOLOGY staff to support the needs of the new hire. When the mentor and new hire determine they 
are ready, an ECOLOGY staff will accompany the new hire on a few technical assistance visits, to 
ensure that they are providing accurate information on proper waste management, spill prevention, 
storm water pollution prevention, and toxics reduction opportunities. 

 

All-Staff Trainings for all PPA Specialists 
 

All-Staff Trainings will be planned and conducted by teams of PPA Specialists from two to three 
PPA contractors (partners). When appropriate these trainings will be held in-person to facilitate 
interaction and networking between PPA Specialists, ECOLOGY, and invited presenters. Depending 
on current situations related to the COVID-19 pandemic or other health and safety concurs, All Staff 
Trainings may be held virtually via an online platform. Training topics are intended to help new staff 
become more competent in their work, and experienced staff to gain greater technical depth on 
relevant topics. ECOLOGY staff will determine the teams, provide initial guidance, review agendas, 
and provide support for planning and logistics.  
 
Schedule: Typically, these trainings are held the second Wednesday in September and March or 
April. The trainings are usually scheduled between 8:30 a.m. and 3:30 p.m. with overnight travel 
allowed for jurisdictions if needed (see state travel rules). ECOLOGY must pre-approve overnight 
travel if it is being charged to the PPA budget. When training is held virtually online, the training 
will be scheduled across two half-days.  
 

Discussion Panel Schedule – July 2021 thru June 2023 
2021 2022 2023 

August 12, 2021 February 10, 2022 February 9, 2023 
October 14, 2021 April 14, 2022 April 13, 2023 
December 9, 2021 June 9, 2022 June 8, 2023 

 August 11, 2022  
 October 13, 2022  
 December 8, 2022  

Attendance Requirement: All new specialists who have not yet attended six (6) discussion 
panels are required to attend. Panelists are required to attend all discussion panels. 
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If staff and resources become available, ECOLOGY will add an additional All Staff Training event. 
An additional training event would likely be held in June.  
 
Attendance Requirement: Unless prior approval has been given by ECOLOGY, it is mandatory for 
at least one PPA specialist per jurisdiction to attend the All Staff Trainings.  This person is 
responsible for disseminating information back to the PPA specialists from that jurisdiction.  
Managers are welcome but not required to attend. Generally, training substitutions are not allowed 
for the All Staff Trainings, however, exceptions may apply. ECOLOGY staff must approve non-
emergency absences or training substitutions at least two weeks prior to the training.  

 
Webinar Trainings 

ECOLOGY conducts Webinars during most of the months that do not have All Staff Trainings. 
These sessions are intended to expose PPA Specialists to new information or technical topics 
relevant to their work. Suggestions on topics and speakers are welcomed from PPA contractors 
(partners). ECOLOGY will also ask PPA contractors to present on case studies.  
 
Schedule:  These are one and a half hour sessions, held on the second Wednesday of the month. 
Occasionally these sessions will need to be scheduled at alternative times to accommodate speaker 
availability.  Up to eight Webinars will be scheduled each year.  
 
Attendance Requirement: Each PPA Specialist must attend at least six of the eight Webinars each 
year.  
 
Another type of training that is relevant to PPA Specialists’ work may be substituted for up to two of 
the Webinars. Notification of the substitution must be provided to and pre-approved by ECOLOGY 
at least two weeks in advance of the Webinar. 
 

 
Table 6: Tentative Training Schedule (subject to change) 

Date Type Date Type 
July, 2021 No training July, 2022 No training 
August 11, 2021 Webinar  August 10, 2022 Webinar 
September 8-9, 2021 Webinar or All-Staff* September 14-15, 2022 Webinar or All-Staff* 
October 13-14, 2021 Webinar or All-Staff* October 12-13, 2022 Webinar or All-Staff* 
November 10, 2021 Webinar November 9, 2022 Webinar 
December 8, 2021 Webinar  December 14, 2022 Webinar  
January 12, 2022 Webinar January 11, 2023 Webinar 
February 9, 2022 Webinar February 8, 2023 Webinar 
March 9-10, 2022 Webinar or All-Staff* March 8-9, 2023 Webinar or All-Staff* 
April 13-14, 2022 Webinar or All-Staff* April 12-13, 2023 Webinar or All-Staff* 
May 11, 2022 Webinar May 10, 2023 Webinar 
June 8, 2022 Webinar  June 14, 2021 Webinar 
* When possible an in-person All Staff Training will be held in conjunction with the NW Chapter Annual 
Conference.  
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Section IX.  Reporting and Contract Changes  
 
Quarterly Progress Reports 
A brief progress report shall be submitted quarterly with each invoice (see schedule in Section X, Table 
7). This report should indicate the work completed during the quarter and billed on the invoice, including 
the type and number of visits conducted, progress on Unique Program Elements, and any other 
information regarding contract performance that should be brought to ECOLOGY’s attention. The 
Progress report must also include the number of visits where the PRP was presented and discussed. The 
Progress report should only include the status of the work conducted during the quarter and NOT include 
a roll-up of progress to-date since it services as backup documentation for the expenses included in the 
quarterly invoicing, see Section X.  
 
Annual Reports 
Annual reports are used to briefly summarize contract status to-date including: number of site visits 
performed, Unique Program Element activities conducted, Technical Assistance Target activities 
conducted, lessons learned, and budget status. Annual reports shall be provided to ECOLOGY by July 31, 
2022 and July 31, 2023. The report shall include two to three ‘case studies’ of a business or organization 
that benefitted from a PPA site visit. Photographs of the business before and after the visit, showing the 
beneficial changes should be provided, if at all possible. The second year annual report should capture 
details for the full contract period as ECOLOGY will use these reports to create a biennial report on the 
Partnership. ECOLOGY will make report templates available on the PPA Partnership SharePoint. 
ECOLOGY will request, with advanced notice, that PPA CONTRACTORs provide presentations on their 
case studies at Webinars and All-Staff meetings.  
 
Contract Changes 
Any of the following changes shall be reported to the ECOLOGY PPA Partnership Coordinator within 10 
business days: 

• Key personnel changes (staff or manager leaving, new hires, etc.) 
• Initiation of or changes to a subcontract (see Section 18 of the Interagency Agreement for specific 

information that is required regarding subcontractors) 

Section X.  Invoicing 
 
Invoice (billing) procedures are outlined in the Interagency Agreement, (see Section 4). In addition, the 
following information is provided: 

 
• See also Appendix A, Statement of Work, Section V. 
• The Invoice Voucher (form A19-1A) must have a wet signature or scanned if submitted 

electronically. If submitting a scanned copy, the CONTRACTOR will retain original signed A-
19-1A in CONTRACTOR’s records per record retention requirements.  

• Support documents may be submitted via email.  
• Each invoice shall only bill for actual hours worked during the quarter which may be higher or 

lower than the FTE estimate in Section I, Table 1 of Appendix A, Statement of Work. 
• Quarterly invoicing will follow the schedule in Table 7. 
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Table 7: Invoicing Schedule 

Quarter Months Due Date 

1 July, August, September 2021 November 10, 2021 

2 October, November, December 2021 February 10, 2022 

3 January, February, March 2022 May 10, 2022 

4 April, May, June 2022 July 31, 2022 (earlier Due Date due to end of 
fiscal year requirements) 

5 July, August, September 2022 November 10, 2022 

6 October, November, December 2022 February 10, 2023 

7 January, February, March 2023 May 10, 2023 

8 April, May, June 2023 July 31, 2023 (earlier Due Date due to end of 
biennium requirements) 

 

Section XI. Voucher Program  
The CONTRACTOR will offer businesses vouchers for the cost of pollution prevention equipment or 
other recommendations, in accordance with the procedures developed for this voucher program. Payments 
will be made directly by the CONTRACTOR to the business. Examples of qualifying equipment or costs 
include but are not limited to secondary containment, drum covers, drum funnels with lids, infrastructure 
changes, substitution of less toxic products, and catch basin cleaning. The CONTRACTOR must maintain 
records for each of their voucher reimbursement payments issued and ensure a business is limited to one 
voucher per calendar year. Each voucher payment will be capped at $500 or less. These reimbursements 
will come from the $5,000 budget category included in this contract and cannot be shifted to or from 
other budget categories (see Appendix B). Documentation of voucher payments will be submitted to 
ECOLOGY with the quarterly invoicing (Section X).  
 
The specific forms, processes, and procedure for this voucher program will be developed in the first six 
months of this contract by the Product Replacement Program Advisory Committee. The CONTRACTOR 
will follow the procedures approved by ECOLOGY and housed on the PPA Partnership SharePoint. The 
target date for beginning to offer this voucher program is January 3, 2022.  
 

Section XII. Resources 
The following are resources to materials referenced in this contract. Links to and the resources listed are 
subject to change.  
 

• PPA Partnership SharePoint: 
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/SitePages/Home.aspx  

• LSC Database: 
http://ecyaphwtr/lsc/Home.aspx  

https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/SitePages/Home.aspx
http://ecyaphwtr/lsc/Home.aspx
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• Invoice Voucher A19-1A: 
https://des.wa.gov/sites/default/files/public/documents/HRPayroll/SACS/A-19-
1AForm.doc?=5c82f  

• Partnership Report Templates: 
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/Templates/Forms/AllItems.aspx  

• Checklists & Tip Sheets: 
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/_layouts/15/start.aspx#/Checklist%20%20
Tip%20Sheets/Forms/AllItems.aspx  

• New Specialist Training modules:  
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/_layouts/15/start.aspx#/New%20Specialist
%20Training/Forms/AllItems.aspx  

• Travel Per Diem Rates: 
https://www.ofm.wa.gov/sites/default/files/public/resources/travel/colormap.pdf   
  

https://des.wa.gov/sites/default/files/public/documents/HRPayroll/SACS/A-19-1AForm.doc?=5c82f
https://des.wa.gov/sites/default/files/public/documents/HRPayroll/SACS/A-19-1AForm.doc?=5c82f
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/Templates/Forms/AllItems.aspx
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/_layouts/15/start.aspx#/Checklist%20%20Tip%20Sheets/Forms/AllItems.aspx
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/_layouts/15/start.aspx#/Checklist%20%20Tip%20Sheets/Forms/AllItems.aspx
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/_layouts/15/start.aspx#/New%20Specialist%20Training/Forms/AllItems.aspx
https://partnerweb.ecy.wa.gov/sites/HWTR/LSC2016/_layouts/15/start.aspx#/New%20Specialist%20Training/Forms/AllItems.aspx
https://www.ofm.wa.gov/sites/default/files/public/resources/travel/colormap.pdf
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APPENDIX B 
BUDGET DETAIL 

 
See sections #3, Compensation, and #4, Billing and Payment Procedures, for additional 
instructions. 
 
Category Amount 

Salaries  

Benefits  

Subcontracts $252,695.00 

Goods & Services (see Table A)  

Equipment (see Table B)  

Travel/Training  

Voucher Program (Section XI) $5,000.00 

Subtotal Direct Costs $257,695.00 

Indirect Costs* 
Rate (%)  

Indirect amount  

Total Award $257,695.00 

 
* Applied to Salaries & Benefits only 
 
Table A.  
Goods & Services (items over $1000 must be listed here 
or approved by ECOLOGY prior to reimbursement) Estimated Cost 

  
  
  
  

 
Table B.  
Equipment (items over $1000 must be listed here or 
approved by ECOLOGY prior to reimbursement) Estimated Cost 
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APPENDIX C 
SPECIAL TERMS AND CONDITIONS 

 
1) Certification Regarding Suspension, Debarment, Ineligibility or Voluntary Exclusion 

a) CONTRACTOR, by signing this agreement, certifies that it is not suspended, debarred, proposed for 
debarment, declared ineligible or otherwise excluded from contracting with the federal government, 
or from receiving contracts paid for with federal funds.  If the CONTRACTOR is unable to certify 
to the statements contained in the certification, they must provide an explanation as to why they 
cannot.   

b) CONTRACTOR shall provide immediate written notice to ECOLOGY if at any time the 
CONTRACTOR learns that its certification was erroneous when submitted or had become erroneous 
by reason of changed circumstances. 

c) The terms covered transaction, debarred, suspended, ineligible, lower tier covered transaction, 
participant, person, primary covered transaction, principal, proposal, and voluntarily excluded, as 
used in this clause, have the meaning set out in the Definitions and Coverage sections of rules 
implementing Executive Order 12549.  You may contact ECOLOGY for assistance in obtaining a 
copy of those regulations. 

 
d) CONTRACTOR agrees it shall not knowingly enter into any lower tier covered transaction with a 

person who is proposed for debarment under the applicable Code of Federal Regulations, debarred, 
suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction.   

e) CONTRACTOR further agrees by signing this agreement, that it will include this clause titled 
“CERTIFICATION REGARDING SUSPENSION, DEBARMENT, INELIGIBILITY OR 
VOLUNTARY EXCLUSION” without modification in all lower tier covered transactions and in all 
solicitations for lower tier covered transactions. 

f) Pursuant to 2CFR180.330, the CONTRACTOR is responsible for ensuring that any lower tier 
covered transaction complies with certification of suspension and debarment requirements.    

g) CONTRACTOR acknowledges that failing to disclose the information required in the Code of 
Federal Regulations may result in the delay or negation of this funding agreement, or pursuance of 
legal remedies, including suspension and debarment. 

h) CONTRACTOR agrees to keep proof in its agreement file, that it, and all lower tier 
CONTRACTORS or subcontractors, are not suspended or debarred, and will make this proof 
available to ECOLOGY before requests for reimbursements will be approved for payment.  
CONTRACTOR must run a search in http://www.sam.gov and print a copy of completed searches to 
document proof of compliance. 

 
 

 

http://www.sam.gov/
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