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LEGAL NOTICE 
 
 
 
October 3, 2016 
 

 

Request for 
Statements of Qualifications 

for Onsite Management and Coordination Services 
Lacey Veterans Services Hub 

 
The City of Lacey is soliciting Statements of Qualifications for onsite management and 
coordination services for the Lacey Veterans Services Hub.  Statements of Qualifications are 
due by 4:00 p.m. on Monday, October 17, 2016.  A copy of submittal requirements is available 
by accessing www.ci.lacey.wa.us/public-notices, by emailing SKirkman@ci.lacey.wa.us, or by 
calling (360) 456-7788. 
   
 
               
                                                                                     

                                                                                         Carol Litten, City Clerk 
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REQUEST FOR STATEMENT OF QUALIFICATIONS 
 

ONSITE MANAGEMENT AND COORDINATION OF SERVICES 
LACEY VETERANS SERVICES HUB  

 
 

   

OVERVIEW 
  

The City of Lacey is soliciting a Statement of Qualifications from qualified persons who 
are interested in providing onsite management and coordination services for the Lacey 
Veterans Services Hub.  Located on the Lacey campus of South Puget Sound 
Community College (SPSCC) in the city’s central business district, the Veterans 
Services Hub is a newly-established, 4,500-square-foot facility offering housing, 
education, healthcare screening, employment, VA benefits, and other assistance to 
eligible Veterans and transitioning, inactive, and former military service members, as 
well as eligible family members of each of these groups, with an emphasis on 
coordination and collaboration of services.  To date, more than twenty Veterans 
services programs and services participate or plan to participate at the facility.  The 
facility’s primary service area encompasses greater Thurston County. 
 
This is a qualifications-based selection process that considers experience and 
references; it is not a formal request for bids nor a request for a project proposal. 
     
DESIRED EXPERIENCE 
 

The selected respondent will have: 
 

 A thorough understanding of the needs, challenges, and issues of local Veteran 
populations  

 

 Experience working with diverse Veteran service providers, including private non-
profits and governmental agencies 

 

 Experience supervising a team of active volunteers 
 

 Experience providing professional-level verbal and written reports and presentations 
to varied internal and external stakeholders 

 

 Experience building collaboration among individuals as well as groups 
 

 Experience with fundraising and grant writing, and administering grant-funded 
programs. 

          
LOCATION 
  

The Lacey Veterans Services Hub is located at 4232 6th Avenue SE, Suite 202, 
Lacey, WA, 98503. The City of Lacey leases operating space for the facility from 
SPSCC.  
 
CONTRACT PERIOD 
 

The initial contract period will be approximately fourteen months, with options for 
extensions. 
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ANTICIPATED BUDGET 
 

The anticipated budget for the initial fourteen-month contract period is not more than 
$70,000.  Do not include fees or pricing in response to this Request for Statement of 
Qualifications; the contract amount will be negotiated as part of the final scope of work.   
 
SUBMITTAL REQUIREMENTS 
 

Interested persons must submit, as defined in the instructions, a complete Statement of 
Qualifications in Adobe Reader-compatible PDF format via email to Stephen Kirkman, 
Lacey Public Affairs Manager, at SKirkman@ci.lacey.wa.us by 4:00 p.m. on Monday, 
October 17, 2016.   
 
The entire submittal must not exceed thirty (30) 8.5” x 11” pages, with a minimum of 10-
point font. 
 
QUESTIONS 
 

Questions regarding this Request for Statement of Qualifications must be submitted in 
writing via email to Stephen Kirkman, Lacey Public Affairs Manager, at 
SKirkman@ci.lacey.wa.us. 
 
SELECTION PROCESS  
 

An evaluation committee will review submitted materials to determine which 
respondents will be invited to continue to a formal interview.  It is anticipated that 
formal interviews will be held on Friday, October 21, 2016.   
   
The selected respondent will be required to enter into a consultant agreement with the 
City of Lacey and provide appropriate insurance and endorsements.   
 
EQUAL OPPORTUNITY 
 

The City of Lacey is an equal opportunity employer.  The city does not discriminate 
against any employee or contractor, or applicant for employment or contracting, on the 
grounds of race, creed, color, national origin, families with children, sex, marital status, 
sexual orientation, age, honorably discharged veteran or military status, or the presence 
of any sensory, mental, or physical disability, or the use of a trained dog guide or 
service animal by a person with a disability; provided that the prohibition against 
discrimination in employment or contracting because of handicap shall not apply if the 
particular disability prevents the proper performance of the particular worker or 
contractor involved.  Such nondiscrimination practice includes, but is not limited to: 
employment, upgrading, demotion or transfers, recruitment or advertising, layoff or 
termination, rates of pay or other forms of compensation, and programs for training 
including apprenticeships.  The city shall take such action as may be required to ensure 
full compliance with Chapter 49.60 of the Revised Code of Washington: Law  
Against Discrimination. 
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ANTICIPATED TIMELINE   
 

October 3, 2016 Request for Statement of Qualifications published; informational 
packet posted on city website. 

 
October 17, 2016 Statement of Qualifications due by 4:00 p.m. 
 
October 21, 2016 Formal interviews 
 
October 24, 2016 Notification of selection; begin negotiation of contract scope of 

work, tasks, and fees  
 
October 28, 2016 Negotiation of contract scope of work, tasks, and fees completed  
 
October 31, 2016  Contract signatures 
 
TERMS AND CONDITIONS 
 

The City reserves the right to reject any and all submissions; to negotiate with any 
respondent to this Request for Statement of Qualifications; to extend the submission 
deadline; to amend the terms of this Request for Statement of Qualifications through 
circulation of addenda; or to cancel this Request for Statement of Qualifications in part 
or in entirety.  
 
The City reserves the right to request clarification of information submitted, and to 
request additional information from any respondent. 
 
GENERAL SCOPE OF SERVICES 
   

The general anticipated scope of services for this project include: 
 

 Providing the City of Lacey, partnering jurisdictions, and advisory committee 
members with professional recommendations and best practices for planning and 
delivering coordinated Veteran services in Thurston County.  Overseeing 
implementation of adopted priorities, strategies, approaches, and programming to 
meet coordinated Veteran services goals and objectives.  Providing regular updates 
to the City of Lacey, partnering jurisdictions, and advisory committee members 
regarding the progress, successes, and challenges in meeting adopted Veteran 
services goals and objectives.   

 
 Acting as a primary spokesperson for the Lacey Veterans Services Hub, including 

providing professional level reports and presentations to governmental boards, 
commissions, community groups, and service clubs regarding issues affecting the 
local Veteran population and Veteran services providers, and the mission of the 
Lacey Veterans Services Hub in addressing those issues. 

 
 Representing the Lacey Veterans Services Hub to existing and potential Veterans 

services providers, including coordinating outreach, meetings or planning sessions, 
and other activities as required for successful retention and recruitment of the 
service provider pool. 
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 Providing oversight of Lacey Veterans Services Hub’s daily operations, including 
client and service provider adherence to adopted operating policies and procedures; 
service provider scheduling; community room scheduling; opening and closing of the 
facility; monitoring maintenance of the facility; monitoring security procedures of the 
facility; acting as liaison with the landlord (SPSCC); and informing the City of Lacey 
of any operational or other problems or concerns. 

 
 Providing oversight of the Lacey Veterans Services Hub volunteer program, 

including support and assistance to the volunteer coordinator as required. 
 
 Researching grant and foundation funding, and potential relationships and 

partnerships, that may support or enhance the ability of the Lacey Veterans Services 
Hub to meet adopted goals and objectives; providing recommendations to the City of 
Lacey, partnering jurisdictions, and advisory committee members, on strategies for 
pursuing identified funding, relationships, or partnerships; and administering or 
managing successfully-attained funding, relationships, or partnerships to the extent 
requested by the City of Lacey and partnering jurisdictions.      
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INSTRUCTIONS FOR AND REQUIRED CONTENT OF 
THE STATEMENT OF QUALIFICATIONS 

 
 
1. Title Page  

. 

The title page must contain the following text and information: 
 
 

Statement of Qualifications 
Onsite Management and Coordination of Services 

Lacey Veterans Services Hub 
 

Submittal Date: 
 
Name: 
 
Mailing Address: 
 
Email: 
 
Phone Number: 

 
 
2. Table of Contents  

 

A table of contents of the material contained in the Statement of Qualifications 
  

3. Letter of Interest  
 

A dated letter of interest, including the name, address, telephone, and email, and a 
brief statement of your experience indicating unique qualities and background, and 
what will make you a good fit for working with the City of Lacey, Thurston County’s 
Veteran population, and local Veterans services providers.   
       

4. Current Resume 
 

Include employment history for the past ten (10) years including any military 
service; education attained; special training and certifications; membership in 
professional organizations; and other pertinent information. 
 

5. Professional References 
 

Provide contact information for four (4) references regarding your professional 
work, including military experience, completed within the past ten (10) years. 
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6. Letters of Reference or Testimonials 
 

Provide any letters of reference or testimonials from persons identified in number 5 
above, and / or any other individuals that can speak to your professional experience 
and personal character.  
 

7. Narrative Response 
 

Please respond to each of the following sections.  Please include the section 
numbers and the accompanying statement or question in front of each response. 

 

  Section 1.  Please summarize your assessment of the primary needs, challenges, 
and issues affecting Thurston County’s Veteran populations, and your 
experiences and strategies in confronting those needs. 

 
  Section 2. Please summarize your assessment of the primary needs, challenges, 

and issues affecting Thurston County’s Veteran services providers. 
 

  Section 3. Please describe your experience working with Veteran services 
providers, including private non-profits and / or public agencies.  If you 
haven’t worked specifically with Veteran-related service providers, 
please describe other types of providers, nonprofits, or government / 

public agencies you have worked with. 
   
  Section 4. Thurston County’s jurisdictions and social services providers recently 

implemented an interjurisdictional, coordinated entry approach to 
providing housing and related services to local high-risk populations.  A 
primary goal of the Lacey Veterans Services Hub is to spur creation 
and implementation of a similar / hybrid approach to Veteran services in 
Thurston County.  Please describe your experience with working in or 
establishing a similar, or similarly-challenging, project or initiative.  
What, in your opinion and experience, are the potential advantages 
and pitfalls of a coordinated approach to local Veterans services?       

  
  Section 5. Please describe your experience supervising individual and / or groups 

of volunteers.  What was successful?  What was not successful? 
 
  Section 6. Please describe your experience providing professional-level verbal 

and written reports and presentations to varied internal and external 
stakeholders. 

 
  Section 7. Please describe your experience with fundraising and / or grant writing, 

and administering / monitoring grant-funded programs.  How would you 
describe or quantify your success rate?  What were the impacts or 
outcomes of your success on the organization / client? 
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  Section 8. Please describe your experience and methodology for building 
collaboration among diverse individuals / groups.  What was 
successful?  What was not successful? 

 
  Section 9. Please describe your experience designing, analyzing, or otherwise 

working with client and / or other data.  What was successful?  What 
was not successful?  How was the data secured?  Was there ever a 
data breach, and if so, how was it handled / what was the outcome? 

 
Section 10. Please describe your availability to undertake this project. 
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SAMPLE PROFESSIONAL SERVICES AGREEMENT 
 
THIS AGREEMENT by and between the CITY OF LACEY, a municipal corporation, hereinafter 
referred to as the "CITY," and _____________________________________, hereinafter referred to as 
"CONTRACTOR," made and entered into upon signature by the parties, WITNESSETH: 
 
WHEREAS, the CITY requires those services set forth on Exhibit "A" attached hereto to be performed 
as part of that certain CITY project identified as Onsite Management and Coordination of Services - 
Lacey Veterans Services Hub, and, 
 
WHEREAS, the CONTRACTOR represents that the CONTRACTOR is qualified and possesses the 
expertise, training and skill necessary to perform such designated services;  
 
NOW, THEREFORE, it is hereby agreed between the parties as follows: 
 
1.   Scope of Service 

 

The CONTRACTOR shall perform such services and accomplish such tasks, including the furnishing 
of all materials and equipment necessary for full performance thereof, as are identified and designated 
as CONTRACTOR responsibilities throughout this Agreement and as detailed in Exhibit "A" 
attached hereto and made a part hereof. 

 
2.   Term 

 

The term of this Agreement shall be effective when signed by the Parties and remain in effect through 
____________________,  unless terminated earlier according to the provisions herein.  If the services 
by the CONTRACTOR are to be performed in phases, the time for completion of each phase shall be 
as set forth on Exhibit "A" attached hereto. 

 
3. Compensation and Method of Payment 
 

A. The CITY shall pay the CONTRACTOR for the performance of those services designated in 
Exhibit "A," an amount not to exceed $_______________.  If the description of services on 
Exhibit "A" designates additional services which may be requested by the CITY, said additional 
services will be paid for by the CITY at the rate set forth on Exhibit "A," which sum may exceed 
the "not to exceed" amount set forth above; however, said services will only be performed and 
compensated by the CITY after the CITY has directed such performance in writing. 

 
B. Payment by the CITY for services will only be made after the services have been performed, a 

voucher or invoice is submitted in the form specified by the CITY, and the same is approved by 
the appropriate CITY representative.  Payment may be made on a monthly or other periodic basis 
and may be made on the basis of an estimate of the percentage of contract completion 
accomplished if said procedure is approved by the CITY. 
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C. If an hourly rate of compensation or other means of measurement is set forth on Exhibit "A," the 
parties intend that said measurement shall be used up to the "not to exceed" figure set forth above. 

  
4. Maintenance and Inspection of Records 
   

A. The CONTRACTOR agrees to maintain books, records and documents which sufficiently and 
properly reflect all direct and indirect costs related to the performance of this Agreement and such 
accounting procedures and practices as may be deemed necessary by the CITY to assure proper 
accounting of all funds paid pursuant to this Agreement.  These records shall be subject at all 
reasonable times to inspection, review or audit by the CITY, its authorized representative, the 
State Auditor, or other governmental officials authorized by law to monitor this Agreement. 

 
B. The CONTRACTOR agrees that the CITY or its designee shall have full access and right to 

examine any of said materials at all reasonable times. 
 
5. Assignment / Subcontracting 
 

A.  The CONTRACTOR shall not assign any portion of this Agreement without the written consent 
of the CITY, and it is further agreed that said consent must be sought in writing by the 
CONTRACTOR not less than thirty (30) days prior to the date of any proposed assignment. 

 
B. Any technical/professional service subcontract not listed in this Agreement which is to be 

charged to the CITY under this Agreement must have express advance approval by the CITY. 
 
6. Independent Contractor Relationship 
   

A. The parties intend that an independent CONTRACTOR / CITY relationship will be created by this 
Agreement.  The CITY is interested primarily in the results to be achieved; the implementation of 
services will lie solely with the CONTRACTOR.  No agent, employee, servant or representative 
of the CONTRACTOR shall be deemed to be an employee, agent, servant or representative of the 
CITY for any purpose, and the employees of the CONTRACTOR are not entitled to any of the 
benefits the CITY provides to its employees.  The CONTRACTOR will be solely and entirely 
responsible for its acts and for the acts of its agents, employees, servants, subcontractors or 
representatives during the performance of this Agreement. 

 
B. In the performance of the services herein contemplated, the CONTRACTOR is an independent 

contractor with the authority to control and direct the performance of the details of the work; 
however, the results of the work contemplated herein must meet the approval of the CITY and 
shall be subject to the CITY's general rights of inspection and review to secure the satisfactory 
completion thereof. 
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8. Hold Harmless and Indemnification 
 

The CONTRACTOR expressly agrees to hold harmless and indemnify the CITY and all of its 
officers, agents, employees or otherwise, from any and all liability, loss or damage, including 
reasonable costs of defense that they may suffer as a result of claims, demands, actions or damages to 
any and all persons or property, costs or judgment against the CITY which result from the negligent 
acts, errors or omissions of the CONTRACTOR, its employees or agents. 

 
9. Insurance 

 

The CONTRACTOR shall obtain and keep in force during the term of this Agreement, public liability 
and property damage insurance in amounts and with companies acceptable to the CITY.  The limits of 
such coverage shall not be less than $1,000,000 single limit bodily injury and property damage per 
occurrence.  The CITY shall be specifically named as an insured in the insurance policy which 
insures the CONTRACTOR.  A certificate of such insurance shall be provided to the CITY upon 
execution of this Agreement.  The insurer shall agree to give the CITY thirty (30) days written notice 
of cancellation or substantial change in coverage.  Coverage in the minimum amount set forth herein 
shall not be construed to relieve the CONTRACTOR from liability in excess of such coverage. 

 
9. Equal Employment Opportunity 
 

A. The CITY is an equal opportunity employer. 
 
B. In the performance of this Agreement, the CONTRACTOR will not discriminate against any 

employee or applicant for employment on the grounds of race, creed, color, national origin, sex, 
marital status, age or the presence of any sensory, mental or physical handicap; provided that the 
prohibition against discrimination in employment because of handicap shall not apply if the 
particular disability prevents the proper performance of the particular work involved.  The 
CONTRACTOR shall ensure that all applicants are employed and that employees are treated 
during employment without discrimination because of their race, creed, color, national origin, 
sex, marital status, age or the presence of any sensory, mental or physical handicap.  Such action 
shall include, but not be limited to:  employment, upgrading, demotion or transfers, recruitment or 
recruitment advertising, layoff or termination, rates of pay or other forms of compensation, and 
programs for training including apprenticeships.  The CONTRACTOR shall take such action with 
respect to this Agreement as may be required to ensure full compliance with Chapter 49.60 
Revised Code of Washington, Law Against Discrimination. 

 
C. If any assignment and/or subcontracting have been authorized by the CITY, said assignment or 

subcontract shall include appropriate safeguards against discrimination.  The CONTRACTOR 
shall take such action as may be required to ensure full compliance with the provisions in the 
immediately preceding paragraph herein. 

 
 
 
 



                  Request for Statement of Qualifications                 Page 12 of 12 

10. Treatment of Assets 
 

Title to all property furnished by the CITY shall remain in the name of the CITY and the CITY shall 
become the owner of the work product and other documents prepared by the CONTRACTOR. 

 
11. Termination 
 

If the CONTRACTOR fails to perform in the manner called for in this Agreement, or if the 
CONTRACTOR fails to comply with any other provisions of the Agreement, the CITY may 
terminate this Agreement.  Termination shall be effected by serving a notice of termination on the 
CONTRACTOR setting forth the manner in which the CONTRACTOR is in default.  The 
CONTRACTOR will only be paid the contract price for service performed in accordance with the 
manner of performance set forth in this Agreement. 

 
12. Maintain Critical Staff 
  

The parties agreed that key management and critical support staff are of utmost importance 
for the successful completion of this Agreement.  For purposes of this Agreement the 
following are determined to be key management and/or critical support staff: 
 
A.  City of Lacey: _____________________________ 
 

B.  Contractor:  _____________________________                                         
 

Any changes in key management and/or critical support staff must be submitted in writing 
and approved by the CITY prior to initiating the change.  In the event any key  Management 
and/or Critical Support Staff are no longer directing and/or are involved with the project 
without written authorization, the CITY shall determine that as a violation of the Agreement 
and the CONTRACTOR is subject to termination in accordance with Article 11 
“Termination” of the Agreement.   

 
13. Lacey Business Licenses and Current W-9 Form 
 

The CONTRACTOR must have or obtain a Lacey Business License and complete a current W-9 form 
before initiating this project. 

 
14. Entire Contract 
 

The parties agree that this Agreement is the complete expression of the terms hereto and any oral 
representations or understandings not incorporated herein are excluded.  Further, any modification of 
this Agreement shall be in writing and signed by both parties.  Failure to comply with any of the 
provisions stated herein shall constitute material breach of contract and cause for termination.  Both 
parties recognize time is of the essence in the performance of the provisions of this Agreement.  It is 
also agreed by the parties that the forgiveness of the nonperformance of any provision of this 
Agreement does not constitute a waiver of the provisions of this Agreement. 
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be executed the day and 
year above-written. 
 
CITY OF LACEY     CONTRACTOR  
 
 
By: ___________________________________  By: ___________________________________ 
     Scott Spence, City Manager                Date                   Date    
                
  
 
Approved as to form: 
              
______________________________________ 
David Schneider, City Attorney 


