
Shelton City Council Meeting Agenda 
January 7, 2025 at 6:00 p.m. 

Civic Center & Virtual Platform 

A. Call to Order
• Pledge of Allegiance
• Roll Call
• Late Changes to the Agenda

B.  Council Reports  
C. Consent Agenda (Action)

1. Vouchers numbered 112099 through 112148 and EFT payment numbers 859 through 884 in the total
amount of $402,590.32

2. Vouchers numbered 112164 through 112195 and EFT payment numbers 885 through 896 in the total
amount of $154,632.17

3. Warrant numbered 112208 in the amount of $141,750.36
4. Warrant numbered 112214 in the amount of $21,793.47
5. Warrants numbered 112215 through 112216 in the amount of $574.73
6. Payroll warrants numbered 4020 and 13954 through 14057. Warrants 112196 through 112207 in the

amount of $374,361.58
7. Resolution No. 1358-1124 Accepting MACECOM Lease Agreement
8. Minutes:

• Business Meeting of November 19, 2024
• Study Session of November 26, 2024

D. General Public Comment (3-minute time limit)
The Council invites members of the public to provide comments on any City-related topic. To make comments in person, please
sign in on the public comment sheet and keep an instruction card. If you would like to comment on an Action item, please write
the agenda item number on the list. To comment virtually using Zoom, please use the “Raise Hand” feature to alert the City Clerk.
If you have joined Zoom on your telephone, dial *9 to use the “Raise Hand” feature. City Councilmembers and City Staff will not enter
into a dialogue during public comment. If the Council feels an issue requires follow up, Staff will be directed to respond at an
appropriate time.

E. Presentations
1. Police Officer Swearing-in

F. Business Agenda (Study/No Action)
1. Parks Advisory Committee Reappointments – Presented by Parks & Recreation Supervisor Jordanne

Krumpols
2. Arts Commission Reappointments – Presented by Parks & Recreation Supervisor Jordanne Krumpols
3. Resolution No. 1357-1124 Accepting Memorandum of Agreement with WSU Extension – Presented by

Parks & Recreation Supervisor Jordanne Krumpols
4. Resolution No. 1363-1124 On-Call A&E Consultant Pool Agreements – Presented by Assistant Public

Works Director Aaron Nix
5. Resolution No. 1367-1224 Establishing a Creative District - Presented by Community & Economic

Development Director Jae Hill



G. Public Hearing (Public Testimony Taken)
1. Ordinance No. 2025-0924 2024 Revisions to Permitted Uses Matrix – Presented by Community & 

Economic Development Director Jae Hill
2. Ordinance No. 2028-1224 Repealing SMC 5.32 For-Hire Vehicles – Presented by City Manager

Mark Ziegler

H. Action Agenda (Action/Public Comment Taken)
1. Resolution No. 1365-1224 Approval of Contract Amendment with SCJ Alliance – Presented by Community 

& Economic Development Director Jae Hill

I. Administration Reports
1. City Manager Report

J. New Items for Discussion

K. Announcement of Next Meeting – January 21, 2025 at 6:00 p.m.

L. Adjourn 

Special Note for Virtual Public Participation 

The meeting can be viewed at: https://www.youtube.com/user/cityofshelton 

The public can provide comments virtually by: 
Email:  donna.nault@sheltonwa.gov (before 4:00pm the day of the meeting) 

Telephone: (360) 432-5103 (before 4:00pm the day of the meeting) 

Your comments will be relayed directly to the Council. 

https://www.youtube.com/user/cityofshelton
mailto:donna.nault@sheltonwa.gov


 

Updated 12/31/2024 
 

  
2025 Looking Ahead 
    (Items and dates are subject to change) 

 
 

 
Tues. 1/14 
6:00 p.m. 

Study Session Study Agenda 
• Council Board and Committee Assignments 

Packet Items Due: 
1/10 @ noon 

Tues. 1/21 
6:00 p.m. 

Regular Meeting Consent Agenda 
• Vouchers/Payroll Warrants/Meeting Minutes 
• Parks Advisory Committee Reappointments 
• Arts Commission Reappointments  
• Resolution No. 1361-1124 Safe Routes to 

School Construction Final Acceptance 
Presentations 

• SPD Officer of the Year 
• November Financial Status Report 

Business Agenda 
• Resolution No. 1362-1124 Agreement for 

Systemic Ped. Safety & Olympic Hwy North 
Improvements Design Services 

• Resolution No. 1350-0924 Mid-Block 
Crossing (OBJH) Design Enhancement 
Approval 

• Resolution No. 1359-1124 Accepting 
Dumontet Lease Agreement  

Public Hearing 
•  

Action Agenda 
• Resolution No. 1357-1124 Accepting 

Memorandum of Agreement with WSU 
Extension 

• Resolution No. 1363-1124 On-Call A&E 
Consultant Pool Agreements 

• Ordinance No. 2028-1224 Repealing SMC 
5.32 For-Hire Vehicles 

• Resolution No. 1367-1224 Establishing a 
Creative District 

Administration Report 
•  

Packet Items Due: 
1/10 @ 5:00 p.m. 

Tues. 1/28 
6:00 p.m. 

Study Session Study Agenda 
•  

Packet Items Due: 
1/24 @ noon 

Tues. 2/4 
6:00 p.m. 

Regular Meeting Consent Agenda 
• Vouchers/Payroll Warrants/Meeting Minutes 

Presentations 
•  

Business Agenda 
• Resolution No. 1366-1224 WSDOT City 

Street Striping Contract 
Public Hearing 

•  
Action Agenda 

Packet Items Due: 
1/24 @ 5:00 p.m. 



 

Updated 12/31/2024 
 

• Resolution No. 1362-1124 Agreement for 
Systemic Ped. Safety & Olympic Hwy North 
Improvements Design Services 

• Resolution No. 1350-0924 Mid-Block 
Crossing (OBJH) Design Enhancement 
Approval 

• Resolution No. 1359-1124 Accepting 
Dumontet Lease Agreement  

Administration Report 
•  

Tues. 2/11 
6:00 p.m. 

Study Session Study Agenda 
• Presentation - Gas Station Heroin 

Packet Items Due: 
2/7 @ noon 

Tues. 2/18 
6:00 p.m. 

Regular Meeting Consent Agenda 
• Vouchers/Payroll Warrants/Meeting Minutes 

Presentations 
• December Financial Status Report 

Business Agenda 
•  

Public Hearing 
•  

Action Agenda 
• Resolution No. 1366-1224 WSDOT City 

Street Striping Contract 
Administration Report 

•  

Packet Items Due: 
2/7 @ 5:00 p.m. 

Tues. 2/25 
6:00 p.m. 

Study Session Study Agenda 
• 2025 Work Plans 

Packet Items Due: 
2/21 @ noon 

Tues. 3/4 
6:00 p.m. 

Regular Meeting Consent Agenda 
• Vouchers/Payroll Warrants/Meeting Minutes 

Presentations 
•  

Business Agenda 
•  

Public Hearing 
•  

Action Agenda 
•  

Administration Report 
•  

Packet Items Due: 
2/21 @ 5:00 p.m. 

Tues. 3/11 
6:00 p.m. 

Study Session Study Agenda 
•  

Packet Items Due: 
3/7 @ noon 

Tues. 3/18 
6:00 p.m. 

Regular Meeting Consent Agenda 
• Vouchers/Payroll Warrants/Meeting Minutes 

Presentations 
• January Financial Status Report 

Business Agenda 
•  

Public Hearing 
•  

Action Agenda 
• Ordinance No. 2025-0924 Revisions to 

Permitted Uses Matrix 
Administration Report 

•  

Packet Items Due: 
3/7 @ 5:00 p.m. 



 

Updated 12/31/2024 
 

Tues. 3/25 
6:00 p.m. 

Study Session Study Agenda 
• SPD Annual Report 

Packet Items Due: 
3/21 @ 5:00 p.m. 

Other – TBD 

• International Property Maintenance Code  

 

 



















































































Council Briefing Form  Revised 07/01/2020 

 

CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item C3) 
 
Touch Date: 11/22/2024  
Brief Date:    12/17/2024     
Action Date:  01/07/2025    
 

Department: Parks, Recreation & Facilities  
 
Presented By: Jordanne Krumpols  

 
  
APPROVED FOR COUNCIL PACKET: 

   
 
 
 
PROGRAM/PROJECT TITLE: 

Accepting MACECOM Lease  
  
 
  ATTACHMENTS: 

- Resolution No. 1358-1124  
- Lease Agreement 
 

 
 

    

 
Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 None 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head   

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

 
12/27/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION: 
The City will be entering into a Lease Agreement with MACECOM for the use of 2,472 sq. ft. in the Civic Center 
building for the purpose of MACECOM operations. MACECOM will pay the City a monthly base rent, plus 
additional monthly rates by the 1st day of each month.  
 
As part of the Lease Agreement the City will maintain the premises in compliance with all applicable building 
codes and regulations, in good repair and condition.  
 
The Lease Agreement term is January 1, 2025, through December 31, 2025. MACECOM plans to terminate 
this agreement during 2025 due to them relocating. No specific date has been determined at this time. City and 
MACECOM staff will be putting together a ‘Move Out Plan’ in early 2025 with more in-depth information 
regarding infrastructure, equipment, cleaning and repair of the area.  
   
BUDGET/FISCAL INFORMATION: 
MACECOM will pay rent of $1,085.97 per month, plus an addition of $3,936.90 per month for additional rates. 
Additional rates include utility costs, building maintenance and custodial services, supplies, communications, 
uninterrupted power supply and generator costs. The amounts were based off of 2023 actual costs, hours and 
2025 staff rates. 
 
PUBLIC INFORMATION REQUIREMENTS: 
Information can be obtained from the Parks, Recreation and Facilities division. 

 
STAFF RECOMMENDATION/MOTION:  
Staff recommends, “I move to approve Resolution No. 1358-1124 as part of the consent agenda.” 

 



RESOLUTION NO. 1358-1124 

 

A RESOLUTION OF THE COUNIL OF THE CITY OF SHELTON, WASHINGTON ACCEPTING 
A LEASE AGREEMENT WITH MACECOM 

 

WHEREAS, the Landlord leases to Tenant 2,472 square feet of space located in the City of 
Shelton Civic Center building, 525 W. Cota Street, Shelton, WA, for the purpose of 
MACECOM operations; and  

WHEREAS, the Tenant shall pay Landlord, as rent, $1,085.97 per month in base rent, plus 
$3,936.90 per month in Additional Rates; and  

WHEREAS, rent shall be payable monthly by the 1st day of each month; and  

WHEREAS, Landlord shall, unless herein specified to the contrary, maintain the premises 
in compliance with all applicable building codes and regulations, in good repair and 
tenantable condition during the continuance of this Agreement; and  

WHEREAS, this Lease Agreement shall be effective from January 1, 2025, to December 31, 
2025, unless terminated by either Party. 

NOW, THEREFORE BE IT RESOLVED, by the City Council of the City of Shelton, allowing 
the City Manager to sign and execute the lease agreement with MACECOM.  

INTRODUCED on the 17th day of December 2024 and PASSED by the City Council at its 
regular meeting held on the 7th day of January 2025.  

 

       _____________________________________ 

       Mayor Onisko  

 

ATTEST: 

 

_____________________________________ 

City Clerk Nault  

 



MACECOM Facilities Lease 

 THIS LEASE AGREEMENT, hereinafter referred to as “Agreement,” is made and 
entered into by and between the City of Shelton, a municipal corporation hereinafter called 
“Landlord” and MACECOM (Mason County Emergency Communications), hereinafter 
called “Tenant.” 

 WITNESSETH: The parties hereto for the consideration hereinafter mentioned 
covenant and agree as follows: 

1.  Leased Property. Landlord hereby leases to Tenant 2,472 square feet of space located in 
the City of Shelton Civic Center building, 525 W. Cota Street, Shelton, Washington, 98584 
for the purpose of MACECOM operations. 

2. Rent. The Tenant shall pay Landlord, as rent, $1,085.97 per month in base rent (“Rent”) 
in 2025. The Rent shall increase by three percent (3%) annually for the term of this 
agreement.  2026 Rent will be $1,118.55 and 2027 Rent will be $1,152.11.  Additional rates 
of $3,936.90 per month will also be paid as described in Paragraph 4 of this Agreement. 

Rent shall be payable monthly by the 1st day of each month. Additional Rates, calculated 
on a yearly basis, shall be payable in monthly installments by the 1st day of each month.  

3. Term. This Agreement shall be effective from January 1, 2025 to December 31, 2025 
unless terminated by either Party. The Parties shall have the right to extend this Agreement 
for additional terms (“Renewal Term”) by mutual agreement. Each Renewal Term shall be 
on the same terms and conditions as set forth herein unless the Parties mutually agree 
otherwise.  The Parties anticipate that MACECOM will terminate this Agreement before the 
end of 2025 to relocate to a new space. Upon termination, MACECOM shall follow the 
‘Move Out Plan,” that will be determined and agreed upon between both Parties come 
January 2025. 

4. Additional Rates.  Landlord shall furnish to Tenant utilities (water, sewer, and solid waste 
collection), electrical power, electrical backup power, information technology and 
communications infrastructure (such as phone lines and Internet access), parking for 
personnel, and maintenance and custodial services. (hereinafter “Additional Rates.”). 
Additional Rates shall be charged as set forth on Attachment A to this Agreement. The 
Landlord may adjust the Additional Rates on January 1st of each year to cover increased 
costs to the Landlord.  The prior year’s monthly Additional Rates will be paid during the 
current contract year until the new rates are established. Any adjustment made to the 
Additional Rates will be back billed or credited for those months at the time the new rates 
are set. 



5. Maintenance and inspections. Landlord shall, unless herein specified to the contrary, 
maintain the premises in compliance with all applicable building codes and regulations, in 
good repair and tenantable condition during the continuance of this Agreement, except in 
case of damage arising from the negligence or intentional acts of the Tenant or Tenant’s 
employees, which damage shall be repaired at the Tenant’s expense. For the purpose of so 
maintaining the premises, the Landlord reserves the right at reasonable times to enter and 
inspect the premises and to make any necessary repairs to the building. For the purpose of 
maintenance and custodial services, the Leased Property shall have equivalent priority as 
it would have had if it were being used for the Landlord’s operations. 

6. Tenant Improvements. The Tenant may not structurally alter, improve, add to, or 
physically modify the premises in any fashion without the prior written consent of the 
Landlord. Should the Tenant desire that any tenant improvements be made to the 
premises, the Tenant shall make a written request to the Landlord. If the tenant 
improvement is acceptable to the Landlord, the Landlord may install the improvement, 
subject to any procurement, public bidding, or prevailing wages laws that may apply. The 
Tenant shall compensate the Landlord for the costs of the improvements. Following 
termination of the Lease, all tenant improvements shall become the property of the 
Landlord. 

7. Default. Should the Tenant default on this Agreement by failing to pay base rent, 
Additional Rates, or for the cost of tenant improvements, the Landlord may terminate the 
Agreement after giving thirty (30) days written notice to the Tenant. Provided, however, that 
the Tenant may avoid termination by paying all past-due amounts within thirty (30) days of 
receiving the termination notice. 

8. Notice of defects in Property. The Tenant shall give the Landlord prompt notice of any 
defects or dangerous conditions in the premises that require non-routine custodial or 
maintenance services. 

9. Insurance.  

Indemnification / Hold Harmless 

Lessee shall defend, indemnify, and hold harmless the City, its officers, officials, 
employees and volunteers from and against any and all claims, suits, actions, or liabilities 
for injury or death of any person, or for loss or damage to property, which arises out of 
Lessee’s use of Premises, or from the conduct of Lessee’s business, or from any activity, 
work or thing done, permitted, or suffered by Lessee in or about the Premises, except only 
such injury or damage as shall have been occasioned by the sole negligence of the City .  It 
is further specifically and expressly understood that the indemnification provided herein 



constitutes the Lessee's waiver of immunity under Industrial Insurance, Title 51 RCW, 
solely for the purposes of this indemnification.  This waiver has been mutually negotiated 
and agreed to by the Lessee and City.  The provisions of this section shall survive the 
expiration or termination of this Lease. 

A. Insurance Term 
The Lessee 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 Lessee’s operation and use of the leased Premises. 

B. No Limitation 
The Lessee’s maintenance of insurance as required by the agreement shall not be 
construed to limit the liability of the Lessee to the coverage provided by such insurance, or 
otherwise limit the City’s recourse to any remedy available at law or in equity. 

C. Minimum Scope of Insurance 
The Lessee shall obtain insurance of the types and coverage described below: 

1. Commercial General Liability insurance shall be at least as broad as Insurance Services 
Office (ISO) occurrence form CG 00 01 and shall cover premises and contractual 
liability. Tenant’s membership in Washington Cities Insurance Authority, a self-insured 
municipal risk pool, satisfies this requirement. 

 
2. Property insurance shall be written on an all risk basis. 

 

A. Minimum Amounts of Insurance 
The Lessee shall maintain the following insurance limits: 

1. Commercial General Liability insurance shall be written with limits no less than 
$1,000,000 each occurrence, $2,000,000 general aggregate. 

 

2. Property insurance shall be written covering the full value of Lessee’s property and 
improvements with no coinsurance provisions. 

 
B. Other Insurance Provisions 
The Lessee’s Commercial General Liability insurance policy or policies are to contain or be 
endorsed to contain that they shall be primary insurance as respect the City.  Any 
insurance, self-insurance, or self-insured pool coverage maintained by the City shall be 
excess of the Lessee’s insurance and shall not contribute with it. 

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



D. Verification of Coverage 
The Lessee 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 Lessee. 

E. Waiver of Subrogation 
Lessee and City hereby release and discharge each other from all claims, losses and liabilities 
arising from or caused by any hazard covered by property insurance on or in connection with the 
premises or said building.  This release shall apply only to the extent that such claim, loss or 
liability is covered by insurance. 
F. City’s Property Insurance 
City shall purchase and maintain during the term of the lease all-risk property insurance 
covering the building for its full replacement value without any coinsurance provisions. 

G. Notice of Cancellation 
The Lessee shall provide the City with written notice of any policy cancellation within two 
business days of their receipt of such notice. 

H. Failure to Maintain Insurance 
Failure on the part of the Lessee to maintain the insurance as required shall constitute a 
material breach of lease, upon which the City may, after giving five business days’ notice to 
the Lessee to correct the breach, terminate the Lease 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. 

I. City Full Availability of Lessee Limits 
If the Lessee 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 Lessee, irrespective of whether such limits maintained by the 
Lessee are greater than those required by this contract or whether any certificate of 
insurance furnished to the City evidences limits of liability lower than those maintained by 
the Lessee. 

 

10. This Agreement may not be assigned. 

11. This Agreement shall be construed in accordance with the laws of the State of 
Washington. 

12. All notices, requests, demands and communications hereunder shall be 
communicated to the following representatives as follows: 
 
 
 



City of Shelton  MACECOM 
Attn: City Manager  Attn: Director of MACECOM 
525 W. Cota Street  P. O. Box 209 
Shelton, WA 98584  Shelton, WA 98584 
Phone: 360.432.5194  Phone: 360.432.5140 

 
For City of Shelton: 
 
Date: ____________________ 
 

 For MACECOM: 
 
Date: ____________________ 

  
  _________________________                                                                      _________________________ 
  City Manager                                                                                                    Director           
 
                                                                          
                                      
                                                                                                      
   
                      
                   
                                                                                                                                 
                                                                                                                                 
  



Attachment A 

Additional Rates 

MACECOM Facilities Lease 

2025 

          

Utility Costs:         $1,508.43/month    

Billed at previous year actual cost 

Formula:  % of floor space weighted by hours used.  24 hours/7 days per week 
MACECOM  sq. ft – 2,472 -- 7.7% 
Civic Center sq. ft. – 31,813 
2023 utility costs - $78,360.76/12 months x .077 x 3(24hrs) 

 

Minor building maintenance and custodial services:   
 $1,946.33/month 

Billed at previous year actual staff hours and current year indirect staff costs 

Formula: Number of hours spent cleaning/minor building maintenance and cleaned 
floor space 

2023 Custodial hours – 290 x average custodial hourly rate 
2023 Maintenance hours- 100 x average maint. worker and facilities hourly 

rate   
 

Supplies         $253.93/month 

Billed at previous year actual costs. 

Formula: % of floor space weighted by hours used. 24 hrs./7 days per week 
2023 costs - $13,191.11/12 months x .077 x 3(24hrs) 

 

Communications:         $104.26/month 

Billed at previous year actual costs 

Formula: % of telephone costs expensed to Facilities 
2023 communications costs - $16,249.02 / 12 x .077 



 

Uninterrupted power supply and generator costs at Civic Center:  

Monthly maintenance:  2 hours x 71% of maintenance worker rate = 
 $81.11/month  

Repairs/fuel and unscheduled maintenance at 71% of actual costs, invoiced separately as 
costs are incurred 

 

Generator costs at 827 S 15th Street:     
 $42.84/month 

Formula: regular maintenance 45 minutes monthly @ maintenance worker rate 

Repairs/fuel and unscheduled maintenance at 100% of actual costs, invoiced separately 
as costs are incurred  

 

TOTAL          $3,936.90/month 

 



 
 

CITY OF SHELTON, WASHINGTON - CITY COUNCIL 
City Council Meeting Minutes 

November 19, 2024 – 6:00 p.m. 
Civic Center & Virtual Platform 

COUNCILMEMBERS AND PERSONNEL  
Councilmembers: Personnel: 
Mayor Eric Onisko City Manager Mark Ziegler  
Deputy Mayor Sharon Schirman City Clerk Donna Nault 
George Blush Capital Projects Manager Aaron Nix  
Tom Gilmore Parks & Recreation Supervisor Jordanne Krumpols 
Miguel Gutierrez Finance Director Mike Githens  
Lyndsey Sapp Community & Economic Director Jae Hill 
Melissa Stearns (Zoom)     
   Guests: 
  Liz Arbaugh – Mason County Historical Society  
  Deidre Peterson – Shelton-Mason County Chamber of Commerce  
   
CALL TO ORDER 
Call to Order: 6:00 p.m. 
Pledge of Allegiance: Mayor Onisko 
Roll Call: City Clerk Nault – All Present 
 
LATE CHANGES TO THE AGENDA 
None 
 
CITY COUNCIL REPORTS 
None 
 
CONSENT AGENDA 
1. Vouchers numbered 111865 through 111887 and EFT payment numbers 773 through 781 in the total 

amount of $130,560.38 
2. Vouchers numbered 111913 through 111955 and EFT payment numbers 782 through 803 in the total  
     amount of $330,176.80 
3. Payroll warrants numbered 4005 through 4010 and 13649 through 13752. Warrants 111888 through 111906 

in the amount of $532,488.04 
4. Minutes: 

• Business Meeting of October 1, 2024 
• Study Session of October 8, 2024 

 
City Clerk Nault read the items on the consent agenda. A motion was made by Councilmember Gutierrez and 
seconded by Deputy Mayor Schirman to approve the consent agenda as read. Passed. 
 
GENERAL PUBLIC COMMENT (3-minute time limit) 
Zoom: In-Person: 
Dave Redman     Mike Olsen 
 
 
 
 
 



 

City Council – November 19, 2024 - Meeting Minutes 
Civic Center & Virtual Platform  Page 2 of 3 

PRESENTATIONS 
1.  MCHS Museum Q3 LTAC Report – Presented by Executive Director Liz Arbaugh 
 
Executive Director Arbaugh presented her Quarter 3 LTAC report. No discussion. 
 
2.  Shelton-Mason County Chamber Q3 LTAC Report – Presented by President/CEO Deidre Peterson 
 
President/CEO Peterson presented her Quarter 3 LTAC report. No discussion. 
    
BUSINESS AGENDA 
1. Resolution No. 1354-1024 Work Order for Structural Design on Water Reservoir Vent Hoods – Presented by 

Capital Projects Manager Aaron Nix 
 
Capital Projects Manager Nix presented information regarding a work order for structural design on water 
reservoir vent hoods. No discussion. 
 
A motion was made by Councilmember Gutierrez and seconded by Councilmember Gilmore to place 
Resolution No. 1354-1024 on the December 3, 2024 council meeting consent agenda for further consideration. 
Passed.  
 
ACTION AGENDA 
1. Civic Center Rotating Art Gallery – Presented by Parks & Recreation Supervisor Jordanne Krumpols 
 
Parks & Recreation Supervisor Krumpols presented information regarding the rotating art gallery. Discussion 
followed. No public comment. 
 
A motion was made by Councilmember Gutierrez and seconded by Deputy Mayor Schirman to approve 
Shelton Arts Commission’s recommendations for placement in the Civic Center rotating art gallery. Passed. 
 
Mayor Onisko recessed from the regular meeting and opened a public hearing. 
 
2. Public Hearing #2 Ordinance No. 2023-0924 2025 Budget – Presented by Finance Director Mike Githens 
 
Finance Director Githens presented information regarding the 2025 budget. No discussion. No public 
testimony. City Clerk Nault provided a reading of Ordinance No. 2023-0924. 
 
A motion was made by Councilmember Gutierrez and seconded by Deputy Mayor Schirman to adopt 
Ordinance No. 2023-0924 as presented. Passed. 
 
Mayor Onisko closed the public hearing and opened another public hearing 
 
3. Public Hearing #2 Ordinance No. 2024-0924 Ad Valorem Taxes – Presented by Finance Director Mike 

Githens 
 
Finance Director Githens presented information regarding the 2025 ad valorem taxes. No discussion. No public 
testimony. City Clerk Nault provided a reading of Ordinance No. 2024-0924. 
 
A motion was made by Councilmember Gutierrez and seconded by Deputy Mayor Schirman to adopt 
Ordinance No. 2024-0924 as presented. Passed. 
 
Mayor Onisko closed the public hearing and resumed the regular meeting 
 
 
 



 

City Council – November 19, 2024 - Meeting Minutes 
Civic Center & Virtual Platform  Page 3 of 3 

4. Resolution No. 1348-0924 Master Fee Schedule Update – Presented by Finance Director Mike Githens 
 
Finance Director Githens presented information regarding an update to the master fee schedule. No 
discussion. No public comment. City Clerk Nault provided a reading of Resolution No. 1348-0924. 
 
A motion was made by Councilmember Gutierrez and seconded by Councilmember Stearns to adopt 
Resolution No. 1348-0924 as presented. Passed. 
 
5. Ordinance No. 2021-0824 Height Limit Removal – Presented by Community & Economic Development 

Director Jae Hill 
 
Community & Economic Director Hill presented information regarding building height limit removal. Discussion 
followed. No public comment. City Clerk Nault provided a reading of Ordinance No. 2021-0824. 
 
A motion was made by Councilmember Gutierrez and was seconded by Councilmember Blush to adopt 
Ordinance No. 2021-0824 as presented. Passed.  
 
6. Resolution No. 1356-1124 Approving Legal Defense Costs – Presented by City Manager Mark Ziegler 
 
City Manager Ziegler presented information regarding approving legal defense costs. Deputy Mayor Schirman 
took over this agenda item. Discussion followed. No public comment. City Clerk Nault provided a reading of 
Resolution No. 1356-1124. 
 
A motion was made by Councilmember Gutierrez and seconded by Councilmember Blush. Mayor Onisko 
abstained from voting. Passed. 
 
ADMINISTRATION REPORT 
1. City Manager Report 

• Public Works staff are prepared for the upcoming windstorm 
• The Civic Center parking lot is closed for the month of December 
• A meeting was held last night for the Creative District.  

 
NEW ITEMS FOR DISCUSSION 
None 
 
ANNOUNCEMENT OF NEXT MEETING 
Study Session – November 26, 2024 at 6:00 p.m.  
City Council Meeting – December 3, 2024 at 6:00 p.m. 
 
MEETING ADJOURN 
Mayor Onisko adjourned the meeting at 6:43 p.m. 
 
 
 
 
___________________________  _________________________________ 
Mayor Eric Onisko  City Clerk Donna Nault 



 
 

CITY OF SHELTON, WASHINGTON - CITY COUNCIL 
Study Session Minutes 

November 26, 2024 – 6:00 p.m. 
Civic Center & Virtual Platform 

 

City Council - Study Session 
November 26, 2024 
Civic Center & Virtual Platform Page 1 of 1 
 

 

COUNCILMEMBERS AND PERSONNEL  
Councilmembers: Personnel:  
Mayor Eric Onisko City Manager Mark Ziegler   
Deputy Mayor Schirman (Zoom) City Clerk Pro Tem Danielle Dedmon 
George Blush Public Works Director Jay Harris  
Tom Gilmore  Capital Projects Manager Aaron Nix 
Miguel Gutierrez  
Lyndsey Sapp 
Melissa Stearns 
 
CALL TO ORDER 
Call to Order: 6:00 p.m. 
Roll Call: City Clerk Pro Tem Danielle Dedmon – All Present 
 
STUDY AGENDA 
1. ADA Transition Plan Discussion – Presented by Public Works Director Jay Harris & Capital Projects 

Manager Aaron Nix 
 
Public Works Director Harris and Capitol Projects Manager Nix presented information regarding the ADA 
transition plan. Discussion followed. 
 
NEW ITEMS FOR DISCUSSION 
Mayor Onisko – Would like to look into placing more porta potties in public spaces 
Councilmember Stearns – Would like to discuss Cota Street parking issues 
 
ADJOURN 
Mayor Onisko adjourned the meeting at 6:47 p.m. 
 
 
 
 
_________________________________  _________________________________ 
Mayor Eric Onisko     City Clerk Donna Nault 
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CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item F1) 
 
Touch Date: 11/12/2024  
Brief Date:   01/07/2025      
Action Date: 01/21/2025  
 

Department: Parks, Recreation & Facilities   
 
Presented By: Jordanne Krumpols  

 
  
APPROVED FOR COUNCIL PACKET:   

 
  
 
PROGRAM/PROJECT TITLE: 
Parks Advisory Reappointment 
  
 
  ATTACHMENTS:  
- Letter for Renewal 
 
 

    

 
Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 None 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head   

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

12/27/24 
      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION:   
As of December 31, 2024, the Shelton Parks Advisory Committee will have three openings. One slot will be 
filled by Kathy McDowell who submitted a letter of interest for reappointment on the committee. Kathy filled a 
partial term previously and will be committing to another 3-year term. 
 
We are looking to fill two vacancies come the 1st of 2025. 
 
   
BUDGET/FISCAL INFORMATION:  
N/A 

 
PUBLIC INFORMATION REQUIREMENTS:  
N/A 

 
STAFF RECOMMENDATION/MOTION: 
Staff recommends, “I move to forward the reappointment on the Shelton Parks Advisory Committee to the 
January 21, 2025, consent agenda for further consideration.”  
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CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item F2) 
 
Touch Date: 11/12/2024  
Brief Date:    01/07/2025     
Action Date: 01/21/2025 
 

Department: Parks, Recreation & Facilities  
 
Presented By: Jordanne Krumpols  

 
  
APPROVED FOR COUNCIL PACKET: 

   
 
PROGRAM/PROJECT TITLE: 
Arts Commission Reappointments 
  
 
  ATTACHMENTS:  
- Renewal Letters 
 

    

 
Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 None 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head   

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

 
12/27/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION:   
As of December 31, 2024, the Shelton Arts Commission has two openings. Stan Yantis and Robin Bishop have 
submitted letters of interest for reappointment on the commission. Both Stan and Robin have served previous 
full and half terms on the Arts Commission. They will be serving a 4-year term. 
   
BUDGET/FISCAL INFORMATION:  
N/A 

 
PUBLIC INFORMATION REQUIREMENTS: 
N/A  

 
STAFF RECOMMENDATION/MOTION:  
Staff recommends, “I move to forward the reappointments on the Shelton Arts Commission to the January 21, 
2025, consent agenda for further consideration.” 

 



Shelton Arts Commission  

Term Renewal  

 

Please take this written communication as my request to be able to continue to serve 
another term on the Shelton Arts Commission as a resident of Mason County.  

 

Sincerely,  

Robin Bishop  

  



Shelton Arts Commission  

 

I would very much like to stay on the Arts Commission. I look forward to our meetings and 
helping at Empty Bowls.  

 

Sincerely,  

Stan Yantis  
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CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item F3) 
 
Touch Date: 11/19/2024  
Brief Date:    01/07/2025      
Action Date: 01/21/2025    
 

Department: Parks, Recreation & Facilities  
 
Presented By: Jordanne Krumpols  

 
  
APPROVED FOR COUNCIL PACKET:    

 
PROGRAM/PROJECT TITLE: 
Memorandum of Agreement for 
Catalyst Park 
  
 
  ATTACHMENTS:  
- Resolution No. 1357-1124 
- Memorandum of Agreement   
 
 

    

 
Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 None 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head   

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

 
12/24/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION: 
Catalyst Park located at 909 South 8th Street has hosted the WSU Cooperative Extension of Mason County 
demonstration and food bank gardens since 2010. This revised Memorandum of Agreement (MOA) is to clearly 
state the responsibilities of both parties regarding use of the property and operations.  
 
WSU Extension will be paying for their utilities (water and electricity), maintaining current and new structures, all 
garden beds, irrigation, and volunteers. The City will oversee general maintenance outside of the 
Demonstration Garden including mowing and weed eating and oversee the porta-potty onsite. 
 
WSU Extension’s mission is to demonstrate environmentally sound gardening techniques, provide hands-on 
experience with Master Gardener volunteers, educate the public in science-based horticulture, and provide a 
focal point for public use and enjoyment of the City’s facility.   

   
BUDGET/FISCAL INFORMATION: 
N/A  

 
PUBLIC INFORMATION REQUIREMENTS:  
Information can be obtained from the Parks & Recreation department.  

 
STAFF RECOMMENDATION/MOTION:  
Staff recommends, “I move to place Resolution No. 1357-1124 on to the January 21st action agenda for further 
consideration.” 

 



RESOLUTION NO. 1357-1124 

 

A RESOLUTION OF THE COUNIL OF THE CITY OF SHELTON, WASHINGTON ACCEPTING 
THE MEMORANDUM OF AGREEMENT WITH WSU EXTENSION FOR THE OPERATIONS OF 

THE CATAYLST PARK DEMONSTRATION GARDEN 

 

WHEREAS, the Garden, located on property owned by the City, is approximately 1.15 acres 
in size and is located at 909 South 8th Street, Shelton, WA, Mason County Parcel Number 
32019-55-12001; and  

WHEREAS, the Garden is intended to demonstrate gardening techniques, provide hands-
on experience with WSU Master Gardener volunteers, educate the public, and provide a 
focal point for public use and enjoyment of the City’s facility; and  

WHEREAS, WSU volunteers will develop and maintain the garden beds, irrigation, sheds 
and greens houses, and general operations within the Demonstration Garden, while the 
City will provide and pay for all routine maintenance mowing and weed eating; and  

WHEREAS, this agreement will be in effect until terminated by either party. 

NOW, THEREFORE BE IT RESOLVED, by the City Council of the City of Shelton, authorizing 
the City Manager to sign and enter into the Memorandum of Agreement.  

INTRODUCED on the 7th day of January 2025 and PASSED by the City Council as its regular 
meeting held on the 21st day of January 2025. 

 

      ____________________________________________ 

      Mayor Onisko 

 

ATTEST: 

 

_______________________________________ 

City Clerk Nault  



REID #: ___________ 

WSU Contract #CCN002648 
 

MEMORANDUM OF AGREEMENT 

 FOR A DEMONSTRATION GARDEN 

  

I. INTRODUCTION 

 

This Memorandum of Agreement (“MOA”) is entered into between Washington State 

University, an institution of higher education and agency of the state of Washington 

(“WSU”), by and through its Mason County Extension Unit (“WSU Extension”), and City 

of Shelton (“City”).  The above entities are individually referred to as a “Party” and 

collectively referred to as the “Parties”.   

 

II. PURPOSE 

 

This MOA sets forth the guidelines for the Parties’ operation of the Catalyst Park 

Demonstration Garden (the “Garden”) on property owned by City, as further described in 

Section V herein.   

 

III. GUIDING PRINCIPLES 

 

All parties agree to follow the concepts and principles set forth in Exhibit A attached hereto 

and incorporated herein, which were jointly prepared by WSU Extension and City.   

 

IV. MISSION 

 

In furtherance of WSU’s educational mission, the Garden is intended to:  

 

a. Demonstrate environmentally sound gardening techniques based on WSU research; 

b. Provide hands-on experience for WSU Master Gardener volunteers; 

c. Educate the public, including youth, in science-based horticulture and related topics; 

and 

d. Provide a focal point for public use and enjoyment of the City’s facility. 

 

V. LOCATION 

 

The Garden, located on property owned by the City,  is approximately 1.15 acres in size 

and is located at 909 South 8th Street Shelton, WA 98584, Parcel Number 32019-55-12001 

(the “Premises”). The parties agree that the location and identification specifications for 

the Premises are an accurate identification of the Garden (see Exhibit A). 
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VI. DURATION AND TERMINATION 

 

This MOA shall take effect when authorized representatives of all parties have signed, and 

it shall remain in effect until terminated by either party.  Either party may terminate this 

MOA upon not less than ninety (90) days prior written notice to the other party.  Upon 

termination by either Party, WSU Extension shall remove fixtures it has installed on the 

property, including sheds, greenhouses, and raised beds, as defined pursuant to Section XI 

below. The parties agree that the Garden shall continue to be operated under the terms of 

this MOA so long as the following basic criteria are met: 

 

A. WSU Extension and City promote and enact WSU Extension Master Gardener 

Program educational goals on the Premises; 

B. The WSU Master Gardeners maintain the Garden so that it presents a positive public 

image; 

C. The City continues to own the land;  

D. The Parties fulfill their obligations under this MOA and no Party terminates it as 

provided above; and 

E. The property is accessible and available for public use and enjoyment and at no time 

will WSU Extension or WSU Master Gardener volunteers deny access to individuals 

outside of the fenced areas of the Garden.  

 

VII. AMENDMENTS 

 

This MOA may be amended or supplemented by mutual consent of the Parties.  Such 

amendments or supplements shall not be binding unless they are in writing and signed by 

personnel authorized to bind each of the Parties. 

 

VIII. PROVISION OF LAND 

 

In consideration for the services the WSU Master Gardener Program will provide to 

manage the Garden, the City shall provide WSU Extension the use of the Premises 

described in Paragraph V herein for the Garden at no cost to WSU.  In consideration for 

the use of the Premises, WSU Master Gardener Program volunteers shall organize and 

promote educational use and enjoyment of the Garden in the best interests of the general 

public, and consistent with the City’s and WSU Extension’s mission.   
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IX. PROVISION OF UTILITIES 

 

WSU Extension shall pay for all utilities at the Garden.  The water and electricity shall use 

the existing connections to the water and power supplies at the Premises.  If one or both of 

those connections must be modified to provide reasonably adequate service to the Garden, 

the cost and plan for such modifications to water or electric lines will be the responsibility 

and at the cost of WSU Extension, subject to the City’s approval under its public works 

standards.  The City shall maintain and pay the cost of public road access to the Garden.   

 

X. RESTROOM FACILITIES 

 

Provision and maintenance of portable restroom facilities for the volunteers, visitors and 

others attending or working in the Garden will be provided by the City.  

 

XI. STRUCTURES 

 

Plans for all new structures and for modification of existing structures on the Premises 

must be presented to authorized representatives of City for approval, which shall include 

the City Manager or designee.  The City must approve the plan before modification or 

construction of the structure can commence. For the purpose of this subsection, 

“structures” shall include signage, garden fencing, and gates. The City will install 

appropriate and clearly visible signage containing the City’s rules for usage of public parks. 

WSU Extension will provide, at their expense, signage specific to the demonstration garden 

including operations, use, education and identification.  The final decision on any structural 

improvements will be made by the Parties in a separately negotiated amendment to this 

MOA as needed, such amendment to include at a minimum the costs to be borne by each 

party for construction of the improvements, who shall own the improvements.   

 

XII. MAINTENANCE OF GARDEN AND STRUCTURES 

 

The WSU Master Gardener volunteers will develop and maintain the Garden in a manner 

acceptable to WSU Extension and the City.  The City shall provide and pay for all routine 

maintenance of the Premises, such as mowing the turf outside and around the Garden in 

accordance with the City’s ordinary and usual mowing schedule.  The parties agree that 

before WSU Extension or other public service or educational groups may build new 

demonstration sites outside of the current footprint of the Garden, all parties shall review 

and approve the proposals on a case-by-case basis.  The Garden shall at all times be 

maintained in a manner that makes it reasonably safe for the public, visitors, volunteers, 

and employees.  The parties jointly shall make the final determination of whether the 
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Garden is adequately maintained. WSU Master Gardener volunteers shall not utilize or 

operate any City equipment to care and/ or maintain the Garden. 

 

Structures owned and operated by WSU Extension for the purposes of operation of the 

Garden shall be maintained and free of damage and defects that may cause injury or harm 

to the public or WSU Master Gardener volunteers. 

 

XIII. INDEPENDENT CAPACITY 

 

The employees or agents of each party who are engaged in the performance of this MOA 

shall continue to be the employees or agents of that party and shall not be considered for 

any purpose to be employees or agents of the other party. 

 

XIV. DISPUTES:  

 

Disputes regarding the development and/or maintenance of the Garden under this MOA 

shall be brought to the attention of the Shelton City Manager or designee, the WSU 

Extension Director and/or Master Gardener Coordinator, and WSU Extension’s 

representative designated for this purpose for resolution.  The Parties may mutually elect 

to seek mediation to resolve disputes. In the event a dispute is not resolved, the Parties 

reserve all legal rights.  

 

XV. RECORDS MAINTENANCE 

 

The parties to this MOA shall each maintain books, records, documents, and other evidence 

that sufficiently and properly reflect all direct and indirect costs expended by any party in 

the performance of the services described herein.  These records shall be subject to 

inspection, review, or audit by personnel of all parties, other personnel duly authorized by 

any of the parties, the Office of the State Auditor, and federal officials so authorized by 

law.  All records relevant to this MOA shall be retained for the period of time required by 

the applicable records retention schedules. All parties mentioned above shall have full 

access and the right to examine any of these materials during this period. 

 

XVI. COMPLIANCE WITH LAWS 

 

All parties shall comply with all federal, state and local laws, rules, and regulations in 

carrying out this MOA. All parties agree that there will be no discrimination in the 

performance of this Agreement on the basis of race, religion, creed, color, national origin, 

families with children, sex, marital status, sexual orientation (including gender identity), 

age, genetic history, honorably discharged veteran or military status, the presence of any 
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sensory, mental, or physical disability, or the use of a trained dog guide or service animal 

by a person with a disability. 

 

XVII. INDEMNITY AND INSURANCE 

Each Party shall, to the extent allowed by law, defend, indemnify, and hold harmless the 

other Party from all claims of damages, including attorney fees, arising out of their 

respective obligations and performance of this agreement. Each Party shall carry sufficient 

liability insurance to secure this obligation 

 

XVIII. AGREEMENT APPROVAL 

 

Each party represents and warrants that all necessary approvals for this MOA have been 

obtained and the persons whose signatures appear below have the authority necessary to 

execute this MOA on behalf of the parties indicated. This MOA is subject to the approval 

of the Shelton City Council.  
 

APPROVED: 

 

WASHINGTON STATE UNIVERSITY  City 

 

    

Vicki McCracken                                      Date  Jordanne Krumpols  Date 

Associate Dean, WSU Extension  City of Shelton  

 

 

    

Shawna Thompson        Date 

Manager, Real Estate Services 
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EXHIBIT A 
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Garden Exhibits at Catalyst: 

• Sustainable vegetable production techniques 

• Drought tolerant landscaping 

• Gardening for pollinators and beneficial insect habitat 

• Landscaping with native plants 

• Herb gardens 

• Fruit orchard and espalier apple tree 

• Community garden raised beds featuring six different construction methods (all wood, all cinder 

block, cinder block and wood, galvanized and wood, galvanized stock tanks, ADA-accessible 

tables) 

• Tomato frames 

• Annual and perennial vegetable crops  

• Reduce, Reuse, Recycle: Growing in recycled containers 

• Use of landscape cloth for weed control and water conservation 

• Use of mulch for water conservation 

• Drip irrigation systems to reduce water use 

Garden Access/Hours: 

 

• WSU Master Gardeners are on-site Tuesdays and Saturday mornings, from approximately 9AM-

12PM, April through October. 

• Entire park outside of fencing is open year-round, dawn to dusk. 

 

 

Public Classes: 

• Monthly workshops during the growing season. 

• Tuesday and Saturday morning work parties (9AM-12PM, April through October) are open to 

members of the public for volunteering and education. 
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CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item F4) 

Touch Date: 11/25/2024 
Brief Date:       01/07/2025 
Action Date:  01/21/2025 

Department: Public Works 
   
Presented By: Aaron Nix 

 
  
APPROVED FOR COUNCIL PACKET: 

   
 
PROGRAM/PROJECT TITLE: 
On-Call A&E Consultant Pool PSA’s 
 
  ATTACHMENTS:  
- Request for Qualifications (RFQ) 
- RFQ Addendum and Q&A 
- Firm & Category Matrix 
- Template Contract No. 25-001.X-PSA 
- Resolution No. 1363-1124 

 
/Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 Other 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head   

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

 
12/30/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION:   

The City occasionally requires supplemental professional architecture and engineering (A&E) services to 
support City staff in all departments with designs, feasibility studies, traffic studies, and other specialized 
services. The uniform requirements of RCW 39.80 need to be followed when procuring professional 
architecture and engineering (A&E) contracts, regardless of the anticipated contract dollar amount. Unlike other 
types of contracts which are awarded to the lowest responsible bidder, A&E contracts are awarded primarily 
based on qualifications, known as qualification-based selection (QBS). Due to the lengthy, time-consuming 
process to acquire A&E services, City staff has chosen to develop a pool of consultants covering 15 different 
categories of work. Once the category pools are established, work can be assigned to a consultant via task 
order, rather than completing the full A&E process each time a need arises.  

During October and November, staff solicited proposals from consulting firms interested in providing on-call 
services to the city. The city received 23 Statements of Qualifications (SOQs) in response to the Request for 
Qualifications (RFQ), of which 22 were deemed responsive - one firm submitted for categories of work that did 
not align with those defined in the City’s RFQ and was unable to be evaluated. The responsive SOQs were 
evaluated using a 100-point scale per evaluator, based on the criteria outlined in the RFQ. Many firms 
submitted for multiple categories of work, resulting in each staff evaluator reviewing and scoring 67 separate 
proposals. 

After completing the evaluations and ranking firms in each work category based on the criteria outlined in the 
RFQ, staff identified categories with anticipated high demand or specialized needs that would benefit from 
additional coverage. While the initial plan was to offer contracts to the top two firms in each category, staff 
recommends expanding this to the top three ranked firms for those high demand categories. This approach 
ensures the City can maintain flexibility and adequate capacity to respond effectively to anticipated workloads. 
Overall, staff recommends awarding contracts to thirteen firms, as detailed in the attached Firm & Category 
Matrix.  

The standard Professional Services Agreement (PSA) that will be offered to each firm is attached as 
Template Contract No. 25-001.X-PSA. The ‘X’ serves as a placeholder, and each firm will be assigned a unique 
contract number upon award, ranging from 25-001.1-PSA through 25-001.13-PSA, corresponding to the 
thirteen firms recommended for contracts. This agreement outlines the terms, conditions, and expectations for 
the on-call services and will serve as the template for all contracts awarded under this program. 
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Once a firm is under contract, work will be assigned by Task Orders, prepared and issued for each distinct 
project. Task Orders will only be assigned as budget allows and will be executed following the City signing 
authority.   

  
ANALYSIS/OPTIONS/ALTERNATIVES:  

The Council has the option to reject the contracts and rely on staff, or when needed, have staff follow the 
formal RFQ process for any A&E professional services that may be needed. This option is not recommended 
as the current staff level and workload has the potential to create a situation where staff may not be able to 
respond in as timely a manner as desired to multiple smaller projects. This would be further complicated by not 
having an on-call contract in place, as the process to prepare, advertise, review, and then award a contract can 
take several weeks to months. With this on-call contract pool in place, staff can quickly secure A&E services 
assistance within as little as 48 hours to one week, to support the City’s needs. 
   
BUDGET/FISCAL INFORMATION:  

There is no immediate impact to the budget as the contracts are structured to not guarantee a minimum level 
of work or compensation. With this provision, only A&E services anticipated in the current budget, or those 
approved through modification of the budget, would be supported by these contracts. Task Orders issued for 
assignments that exceed the City Manager’s signing authority will be brought to Council for consideration.   
 
PUBLIC INFORMATION REQUIREMENTS:  

Information for this can be obtained from the Procurement & Contracts Administrator or the Public Works 
Department.   
 
STAFF RECOMMENDATION/MOTION:  

Staff recommends: “I move to forward this item to the January 21st action agenda for further consideration”.   



 
 

 
 

 
 

  
  

 

 

 

 

 

 

 

 

 

 

REQUEST FOR QUALIFICATIONS 
 

ON-CALL A&E CONSULTANT POOL 
RFQ: 25-001 

 
 
 

 
 
 
 

RFQ Due Date: November 18, 2024 by 04:00 p.m. 
RFQ Submittal: City of Shelton, Attn: Brooke Kilts 

525 W Cota Street | Shelton, WA 98584 

City of Shelton 



 

 

CITY OF SHELTON 
REQUEST FOR QUALIFICATIONS 
 
CONTRACT NAME: On-Call A&E Consultant Pool 
CONTRACT NO.: 25-001-PSA 
RESPONSES DUE: November 18, 2024– No later than 04:00 PM 
 
Public notice is hereby given that the City of Shelton has issued a Request for Qualifications for 
the above-named contract, with responses due no later than the date and time given above. 
 
The City of Shelton is seeking Statements of Qualifications (SOQ) from professional architectural  
and engineering firms interested in providing services to the city on an on-call, as-needed basis. 
The city’s intent is to develop a roster of multiple firms experienced in providing on-call services 
in one or more of the following disciplines/categories: Architectural & Structural Design & 
Engineering; Landscape Architecture; Civil Engineering – Water; Civil Engineering – Wastewater 
& Stormwater; Traffic & Transportation Engineering; Electrical Engineering; Mechanical 
Engineering (including HVAC systems); Construction Engineering, Management, and Inspection; 
Planning/Environmental; Private Development Permit Review & Assistance; Geotechnical & 
Geological Engineering; Project Management Services; GIS Services; CAD Services; Survey & 
Mapping.  
 
This roster will support a variety of projects, ranging from capital improvement initiatives to 
routine maintenance and day-to-day operational needs. 
 
Complete details and all submittal requirements are available on the City of Shelton’s website 
under RFP and Bid Opportunities at www.sheltonwa.gov. 
 
Title VI Statement: 
The City of Shelton, in accordance with the provisions of Title VI of the Civil Rights Act of 1964 
(78 Stat. 252, 42 U.S.C. §§ 2000d-4) and the Regulations, hereby notifies all bidders that it will 
affirmatively ensure that any contract entered into pursuant to this advertisement, 
disadvantaged business enterprises will be afforded full and fair opportunity to submit bids in 
response to this invitation and will not be discriminated against on the grounds of race, color, or 
national origin in consideration for award. 
 
Published: Seattle Daily Journal of Commerce 10/24/24, 10/31/24, and 11/7/24 
Posted: City of Shelton Website – www.sheltonwa.gov 
  OMWBE – www.omwbe.wa.gov     
 
 
 
 

END OF SECTION

http://www.sheltonwa.gov/
http://www.sheltonwa.gov/
http://www.omwbe.wa.gov/
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CITY OF SHELTON 

REQUEST FOR QUALIFICATIONS 
ON-CALL A&E CONSULTANT POOL 

RFQ: 25-001 
 
The following content is provided in this Request for Qualifications (RFQ) to assist statement 
preparation. 
 
SECTION 1.  GENERAL INFORMATION 

1.01 Background and Purpose 
1.02 Schedule 
1.03 RFQ Inquiries and Communications 
1.04 Contract Term 
1.05 Public Records 
1.06 Recycled Products 
1.07 Confirmation of Business Organization 
1.08 Federal, state, and Local Requirements 
 

SECTION 2. SCOPE OF SERVICES 
2.01 General 
2.02 Category Specific Scopes of Work 
2.03 Assignments of Work  
 

SECTION 3. SUBMITTAL REQUIREMENTS, EVALUATION, AND AWARD 
3.01 Submittal Requirements  
3.02 Statement Contents 
3.03 Statement Withdrawal 
3.04 Rejection or Acceptance of Statements 
3.05 Incurred Costs 
3.06 Evaluation Criteria 
3.07 Evaluation and Award Process 
 

SECTION 4. ATTACHMENTS 
 A Confirmation of Business Organization 
 B Pro-Forma Contract 
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SECTION 1.  GENERAL INFORMATION: 
1.01 Background and Purpose 

The City of Shelton, located in Mason County, Washington, is a vibrant and growing community 
known for its rich history and scenic beauty. Nestled in the lush Pacific Northwest, Shelton is the 
county seat and the only incorporated city within the county. With a population of approximately 
10,500 residents, the city serves as a hub for regional commerce, government, and community 
activities. 

Shelton has deep roots in the timber industry, with its economy historically tied to logging and 
forest products. Today, the city is diversifying its economic base while still honoring its natural 
resource heritage.  

The city’s geographical location provides easy access to both the Olympic Mountains and Puget 
Sound, making it an attractive destination for outdoor enthusiasts. Shelton is dedicated to 
maintaining a high quality of life for its residents by providing essential municipal services and 
actively planning for growth and development. Shelton is committed to enhancing infrastructure, 
promoting sustainable development, and improving public services as it looks to the future, while 
it prioritizes long-term infrastructure improvements, environmental stewardship, and the well-
being of its community. 

This RFQ for on-call architectural and engineering services aligns with the city’s mission to 
maintain and enhance its public infrastructure through partnerships with experienced 
professionals capable of delivering quality and efficient architectural and engineering solutions. 
The purpose of this RFQ is to solicit a list of qualified future partners in various potential areas of 
expertise. 

1.02 Schedule 

Event Date  

RFQ Release October 24, 2024 

Inquiries Deadline November 5, 2024 by 4:00 pm 

Responses to Inquiries Posted November 7, 2024 by 4:00 pm 

SOQ Submittal Due November 18, 2024 by 4:00 pm 

Notification of Shortlist (tentative) November 27, 2024 

Interview of Short-Listed Consultants 
(as needed and determined by the City) 

*December 12, 2024 

Council Award *January 21, 2025 

*These dates are approximate and subject to change 

1.03 RFQ Inquiries and Communications 
Interested parties must direct all communications regarding this  RFQ to Procurement & Contracts 
Administrator, Brooke Kilts, via email to brooke.kilts@sheltonwa.gov. In your email subject line, 
reference ‘On-Call A&E Services Pool RFQ 25-001’. Response to inquiries cannot be guaranteed 
unless received by email prior to the inquiries deadline noted in the schedule. All written answers 
to questions received prior to the deadline will be posted to the City of Shelton website located 
at: https://www.sheltonwa.gov/business_development/rfp_and_bid_opportunities.php 

The City reserves the discretion to group similar questions to provide a single answer or not to 
respond when the requested information is confidential. 

Unauthorized contact regarding the RFQ with other City staff may result in disqualification. Any 
oral communication will be considered unofficial and non-binding on the City. 

mailto:brooke.kilts@sheltonwa.gov
https://www.sheltonwa.gov/business_development/rfp_and_bid_opportunities.php
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1.04 Multiple Awards, Contract Term, and Re-Qualification 
The City intends to award multiple contracts as a result of this RFQ, with the goal of developing a 
pool of qualified consultants, ideally two per Category of work. This will ensure that when needs 
arise, the city has multiple pre-approved, qualified and dependable consultants to choose from, 
enabling flexibility and efficient project execution.  

An initial Contract Term of three years will be offered, with two optional one-year extensions 
upon mutual written agreement. 

In December of each contract year, firms currently on the consultant pool will be asked to re-
submit qualifications. The city can choose to terminate pool categories at any time, re-assign 
consultants to other pool categories, or add previously qualified consultants to the pool at any 
time. 

1.05 Public Records 
Any material submitted shall become the property of the City and shall not be returned. During 
the evaluation of statements and selection of the Consultant, the statements shall be 
confidential. After the selection process has been completed, the statements shall be open to 
public inspection. Statements should not contain any information that the proposers do not wish 
to become public. If it is necessary to submit confidential information in order to comply with the 
terms and conditions of this RFQ, each page containing confidential information should be clearly 
marked, “NOT FOR PUBLIC DISCLOSURE CONFIDENTIAL TRADE SECRETS”. The City accepts no 
liability for the inadvertent or unavoidable release of any confidential information submitted, and 
claims arising out of any public record request for such information shall be at the proposer’s 
expense. 

1.06 Recycled Products Statement 
Consultants shall use recyclable products to the maximum extent economically feasible in the 
preparation of the Statement, and the selected Consultant shall continue the same practice in the 
performance of the contract work. 

1.07 Confirmation of Business Organization 
The Consultant shall identify the business organization under which it operates (form provided in 
RFQ as Attachment A).  Partnerships and joint ventures will list each member’s name, address, 
business license number, tax ID number, telephone number, and email address on a separate 
sheet of paper attached to the proposal. This page will not be included in your total page count. 
Failure to complete and include this form in your submittal may be considered non-responsive. 

1.08 Federal, State, and Local Requirements 
The selected Consultant shall comply with all federal, state, and local laws, regulations, executive 
orders, and ordinances applicable to the work under this contract. In addition, the Consultant 
agrees to comply with: 

a. Title VI of the Civil Rights Act of 1964; 
b. Section V of the Rehabilitation Act of 1973; 
c. The American with Disabilities Act of 1990 
d. All regulations and administrative rules established pursuant to the foregoing laws; and 
e. All other applicable requirements of Federal and State civil rights and rehabilitation 

statures, rules, and regulations. 

The City of Shelton hereby notifies that it will affirmatively ensure that in any agreement entered 
into pursuant to this invitation, minority business enterprises, women-owned firms, and veteran-
owned firms, will be afforded full opportunity to submit a statement of qualifications in response 
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to this invitation and will not be discriminated against on the grounds of race, color, sex, religion, 
or national origin in consideration for an award. 

The City of Shelton is an Equal Opportunity Employer and does not discriminate against any 
person, firm partnership, or organization as it pertains to race, color, religion, sex, age, national 
origin, marital status, sexual orientation, medical condition, physical handicap, or disability.  Any 
person, firm, partnership, or organization contracting with or doing business with the City shall be 
in conformity with the City’s policy on non-discrimination. 

SECTION 2. SCOPE OF SERVICES: 

2.01 General 
The City has ongoing needs for professional services across multiple departments, including 
Public Works, Facilities, Parks, and Planning. These needs include emergencies, private 
development projects, repairs, renovations, capital construction projects, and supplemental 
internal staffing. The city aims to establish a pool of on-call consultants from which to draw as 
these needs arise. 

Some tasks will require licensed professionals, such as Professional Engineer or Registered 
Architect. When required by the city, the selected Consultant shall provide proof of such license 
or registration to practice in the State of Washington. 

The City is seeking prime consultants for each of the categories listed below. The City is not 
requesting comprehensive teams or prime/subconsultant combinations. Proposers may submit 
qualifications for one or more categories. While we have outlined the potential areas of work for 
each category, the City reserves the right to assign additional work that is not explicitly listed but 
falls within the consultant's licensed or certified capabilities. 

2.02 Category Specific Scopes of Work 

Category 1 - Architectural & Structural Design & Engineering 
Services, in addition to design, may include preparation of schematics, recommendations, design 
reports, plans and specifications, and cost estimates. These services could be for facility repairs, 
upgrades, expansions, and/or new facility construction, and may involve preliminary work, such 
as identifying and assisting with related permits, as well as acting as project architect/project 
manager during design and construction. LEED experience is desirable. 

Planning and design work may include: 

• Facilities space programming and facilities design development 

• Office retrofit and improvements 

• Structural analyses and upgrades 

• Architectural elevations and floor plans 

• Roofing systems 

• Building exterior refurbishments 

• Pedestrian bridges 

All designs must meet ADA requirements and all applicable building codes, energy efficiency and 
green building design incorporated as appropriate. Other related tasks and duties may be 
assigned as necessary. 

Category 2 – Landscape Architecture 
This category involves professional services for a variety of projects including, street projects, 
trails and other non-motorized projects, open spaces, parks, and facilities. 
Work performed through this category may include site planning and/or landscape design of 
trails, public parks, open spaces, streetscapes, and other facilities. Work may also include 
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preparation of operating and maintenance plans, cost-estimating for budget purposes, 
preparation of conceptual designs, preparation of master plans, preparation of detailed design 
drawings and technical specifications, and/or construction support services. Projects may focus 
on large or small spaces with “hard” (built) and “soft” (planted) materials and will address 
sustainability and ease of maintenance. 
Related, supportive, or stand-alone projects may include: 

• Landscape design for public infrastructure and facilities 

• Trails and Bikeways 

• Tree Replacements/Streetscapes 

• Irrigation design 

• Sustainable landscape design 

• Design of rain gardens or green roofs for the purpose of stormwater management 

• Parks and open spaces 

• Recreational/ Playgrounds 

• Urban design, city squares, pedestrian plazas, festival streets   

Category 3 – Civil Engineering – Water 
This category involves professional services related to the conveyance, pumping, storage, and 
treatment of municipal water. 

Work performed through this category may include review, analysis, feasibility, and/or design of 
existing or new infrastructure, facilities, systems, and processes. The consultant may be required 
to prepare technical memorandums, engineering studies, design reports, surveys, and plans and 
specifications for projects involved with the replacement, rehabilitation, extension, 
improvements, maintenance, or emergency repairs of water facilities or infrastructure.  Water 
systems supply and distribution modeling experience is desirable.  

Category 4 – Civil Engineering – Wastewater and Stormwater 
This category involves professional services related to the conveyance, pumping, storage, and 
treatment of municipal wastewater, and collection, conveyance, treatment, and flow-control of 
stormwater. 

Work performed through this category may include review, analysis, feasibility, and/or design of 

existing or new infrastructure, facilities, systems, and processes. The consultant may be required 

to prepare technical memorandums, engineering studies, design reports, surveys, and plans and 

specifications for projects involved in the replacement, rehabilitation, extension, improvements, 

maintenance, or emergency repairs of wastewater and stormwater facilities or infrastructure. 

Wastewater collection and treatment system plant and process modeling is desirable. 

Assignments of work may include assisting staff with development of reports, outlines, timelines, 

and other plans or work related to the compliance and reporting requirements under the city’s 

NPDES Permit. 

Category 5 –Traffic & Transportation Engineering 
This category includes engineering and design services related to streets and roadways, trails, 
bikeway, pedestrian, and multi-modal facilities, including traffic signal, streetlighting, beacons, 
and roadside safety elements; traffic analyses and simulation; traffic control plans and studies; 
support for preliminary work such as feasibility studies, conceptual design, and funding 
application assistance; third-party review of traffic impact analyses. 

Other elements in this category may include: 

• Street and Utilities- Rehabilitation 
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• Traffic engineering evaluations and design 

• Transportation planning including travel demand modeling and traffic impact fee programs 
consultation. 

• Guardrail and barrier design 

• Roadside safety analysis and mitigation  

• Corridor analysis and planning 

• Arterial and residential street traffic calming 

• Signal operations and design   

• Signing and channelization 

• Sidewalks/ADA Compliance 

• Bikeways/Bike Routes 

Category 6 – Electrical Engineering 
This category includes services to assist with the design, evaluation, and troubleshooting of 
electrical systems in city buildings and infrastructure, including water and sewer facilities. The 
consultant will support city staff with electrical design services, ensuring all projects comply with 
applicable codes and standards while providing additional technical expertise when required. 
Work in this category may include, but is not limited to: 

• Lighting plans 

• Communication systems 

• Security systems 

• Provide electrical layout for building renovations, ensuring integration with existing systems 
and infrastructure 

• Design and specify lighting systems (interior and exterior), including energy-efficient and 
sustainable options, where appropriate 

• Ensure compliance with local, state, and national codes, including the National Electrical 
Code, building codes, and energy codes 

• Evaluate existing electrical systems in city facilities and provide recommendations for 
upgrades, repairs, or replacement 

• Provide energy audits and load calculations to ensure optimal system performance and 
recommend energy-saving measures 

• Develop and assess emergency power systems, including backup generators and 
uninterrupted power supply (UPS) systems 

• Prepare detailed construction documents, including electrical plans, diagrams, and 
specifications for electrical components and systems 

• Develop specifications for electrical equipment, including wiring, transformers, panels, 
switchgear, lighting fixtures, and controls 

• Prepare bid packages for electrical installations or upgrades and assist with the evaluation of 
contractor bids and submittals 

• Coordinate with city staff and other consultants to ensure electrical designs are properly 
integrated into overall project designs 

• Provide project support and oversite, including conducting on-site inspections to verify that 
electrical installations comply with design documents and applicable codes 

• Provide emergency troubleshooting and repair recommendations for electrical issues in city 
facilities, and assist city staff in addressing electrical emergencies, such as power outages, 
equipment failures, or safety concerns by offering temporary solutions and permanent fixes. 
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Category 7 - Mechanical Engineering (including HVAC systems) 
This category includes services to support various city projects, including the design, 
maintenance, and improvement of mechanical and HVAC systems in city facilities. The 
consultant(s) will assist with the design, evaluation, and implementation of HVAC and mechanical 
systems in city buildings, ensuring compliance with all relevant codes and standards, and ensuring 
that city staff have access to additional technical expertise when required. 

Work in this category may include, but not be limited to: 

• Evaluate existing mechanical, plumbing, and HVAC systems in city facilities, including 
treatment and pumping systems, and recommend improvements or replacements to increase 
energy efficiency, functionality, and lifespan 

• Perform field inspections and site visits to assess equipment conditions, system performance, 
and compliance with codes and standards 

• Provide energy modeling and analysis to identify opportunities for energy conservation 
measures in HVAC systems 

• Develop construction drawings and specifications for mechanical and HVAC system designs, 
including plans, details, and material specifications 

• Assist city staff with bid packages and review of contractor proposals 

• Provide project support and oversight 

• Provide emergency troubleshooting and repair recommendations for urgent issues that arise 
in city facilities 

Category 8 – Construction Engineering, Management, and Inspection 
This category includes construction management and/or inspection services for various City 
projects. Projects may include street and roadway rehabilitation; sidewalks; extension or 
rehabilitation of stormwater, sewer, or water mains; facility renovation or construction; trails or 
multimodal pathway rehabilitation; or other capital projects. 

Construction Management services for transportation shall be performed in accordance with the 
Washington State Department of Transportation Construction Manual and the Washington State 
Department of Transportation Local Agency Guidelines (LAG). Management may include, but is 
not limited to, managing the construction contract; monitoring the contractor’s construction 
budget, schedule, and progress; performing constructability review; providing quality assurance 
inspection services during construction; review and processing of contractor submittals and 
requests for information (RFI); managing the construction change authorization process; 
maintaining project progress and cost reporting documentation; developing and maintaining a 
project communication program and procedures; verifying acceptance testing of constructed 
components; verifying punch list completion; and documenting final completion including record 
documents. 

Construction Management for other disciplines will conform with the best practices of the 
specific disciplines. 

The CM shall assist the City in receiving and disposing of claims, including merit and entitlement; 
negotiation and settlement procedures; dispute resolution procedures; and other expertise and 
guidance as necessary. 

Category 9 – Planning, Environmental, and Permitting Services 
This category requires certified environmental planners/scientists and other technical expertise 
necessary to address a potential wide range of planning and environmental issues as they pertain 
to both public (city) and private development. General planning and permitting support is needed 
to assist the city in identifying potential issues or areas of concern, provide guidance or develop 
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mitigation plans, and assist with permit application and submittal to ensure all environmental and 
regulatory requirements are met. 

It is crucial that Consultants in this category have experience working with the Army Corps of 
Engineers, Department of Ecology, and the Washington State Department of Fish and Wildlife. 

Work assignments may include, but are not limited to: 

• Identify permit requirements 

• Plan and/or manage NEPA/SEPA EA/EIS studies and processes 

• Provide discipline support for Cultural Resource and Archaeological Assessments 

• Wetlands delineation and analysis 

• Shoreline protection 

• Stormwater management 

• Air quality 

• Noise analysis/studies  

• SEPA Compliance reviews 

Category 10 – Private Development Permit Review & Assistance 
This category requires a licensed Professional Engineer to review and evaluate private 
development permit applications and submittals, as they pertain to the Public Works 
Department. Work may include, but is not limited to: 

• Review civil plans and associated documents submitted for private development projects, 
including site plans, grading plans, drainage reports, stormwater management plans, and 
utility designs 

• Review of technical documents submitted by applicants, such as traffic impact analyses or 
geotechnical reports, and drafting formal responses 

• Ensure compliance with city codes, regulations, and Public Works Department standards, 
including stormwater management, erosion control, utility design, street design, and any 
other applicable guidelines 

• Evaluate potential impacts of private development on public infrastructure, such as roads, 
water, and sewer systems 

• Provide written feedback to applicants regarding necessary changes or improvements to 
submitted plans 

• Coordination with city departments such as Planning, Building, and Fire to ensure private 
development projects meet all relevant requirements and standards 

• Attend meeting with city staff, developers, and other stakeholders as needed to discuss 
project concerns and facilitate resolution of issues. 

• Offer advice and recommendations on infrastructure improvements and modifications to 
accommodate private developments while protecting public assets 

Category 11 – Geotechnical and Geological/Hydrogeologic Engineering 
Work in this category may include investigation and/or testing of subsurface conditions and 
materials for various projects or preliminary/feasibility needs and drafting reports documenting 
results; evaluation, assessment, and/or monitoring of site conditions; geotechnical support 
services during construction of capital projects; other tasks and duties within the scope of this 
field of study may be assigned as necessary.  Access and experience to/with quality materials and 
testing companies and laboratories is required. 

Category 12 – Project Management Services 
This category includes project management services for various City projects, either individually 
as assigned or overall. Consultants may provide or supplement City staff with project 
management services including, but not limited to: 
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• Project planning, scoping, and RFQ/RFP development 

• Consultant management 

• Estimating 

• Scheduling 

• Project execution 

• Project documentation 

• Regulatory coordination 

• Project controls 

• Project risk management and mitigation 

• Monitoring 

• Change management 

• Billing review 

• Audit support 

• Project evaluation and lessons learned 

• Project closeout 

• Public/Community Outreach Coordination 

• Constructability review 

• Construction Management Support 

• Assist with creation or revision of internal project processes or project documents 

Category 13 – GIS Services 
This category is to provide Geographic Information System (GIS) services to supplement city staff. 
These services will support various city departments and projects, including mapping and spatial 
data analysis for infrastructure, land use, and other city planning and engineering activities. 

Services in this category for may include, but are not limited to: 

• Create and update GIS maps for the city, including base maps, zoning maps, utility maps, and 
other thematic maps required by the city 

• Maintain and update spatial databases related to public infrastructure, land use, 
transportation, environmental resources, and city assets 

• Assist with the integration of GIS data from various sources, ensuring data accuracy and 
consistency with city standards 

• Provide spatial analysis and modeling services for city projects, such as analyzing land use 
patterns, utility networks, flood zones, and other geographic data 

• Develop custom GIS tools and applications as needed to support specific city functions, such 
as permitting, asset management, or emergency response 

Category 14 – CAD Services 
This category is to provide Computer-Aided Design (CAD) services to supplement city staff. These 
services will support various city departments and projects, including mapping and CAD drafting 
for infrastructure, land use, and other city planning and engineering activities. 

Services in this category may include, but are not limited to: 

• Provide CAD drafting services for city engineering and planning projects, including the  design 
of streets, water and sewer systems, stormwater infrastructure, and other city projects 

• Create and revise construction drawings based on field measurements, survey data, and 
design specifications provided by city staff or other contracted consultants 

• Generate as-built drawings for completed projects to ensure accurate records of city 
infrastructure and assets 

• Assist with CAD file management, ensuring drawings are properly organized, archived, and 
compliant with city standards 
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• Develop document archive and library management system 

• Support 3D modeling and visualization for specific projects for internal use or in community 
engagement events, enabling others to better understand proposed developments or 
infrastructure changes 

• Presentation and Graphics Support 

 
 
Category 15 – Survey and Mapping 
This category is to provide survey and mapping services to support various city department and  
projects or needs. Work may include review, analysis, and/or creating legal descriptions, 
easements, topographic and ALTA surveys, filing records of survey, lot line adjustment surveys, 
and construction staking. Selected firms should have experience/capabilities in 
photogrammetric/LiDAR Control, , 3D Modeling, hydrographic surveys, roadway and alignment 
design and construction layout surveys, right of way and boundary analysis and legal description, 
and GPS surveys.  

2.02 Assignments of Work 
When determining which Consultant from a Category Pool will be assigned a Work Order, the 
following criteria will be considered: 

• Experience and qualifications for the work; 

• Responsiveneess, availability, and capacity; 

• Ability to meet the schedule; 

• Staff experience, unique knowledge, specialized expertise, and dedication to superior client 
service; 

• Quality of work; 

• Approach to the work 

The city may select Consultants for a Work Order directly or through a competitive process, such 
as Request for Proposals from one, several, or all Consultants assigned to Categories applicable to 
the need. 

Some tasks will require negotiation between the City and Consultant. City reserves the right to 
cease negotiations and begin negotiations with another Consultant, in the event negotiations are 
not successful. 

SECTION 3. SUBMITTAL REQUIREMENTS, EVALUATION, AND AWARD: 

3.01 Submittal Requirements 
Consultants are required to submit four (4) printed copies of their response and one (1) electronic 
copy on a flash drive. All documents required to be submitted shall be enclosed in a sealed 
envelope clearly addressed on the outside as follows: 

City of Shelton 
    Attention: Brooke Kilts 
    SOQ Submittal – On-Call A&E Consultant Pool RFQ 25-001 
    525 West Cota Street 
    Shelton, WA  98584 

The submittal should clearly identify the Category(s) of work addressed in the Submittal. 
Consultant shall submit their SOQ on 8 ½ x 11” pages, using a minimum of 11-point font, single-
spaced formatting. Proposals shall be stapled or comb bound. Please do not coil bind. 
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The maximum total number of pages allowed for each required section is provided in Section 3.02 
Statement Content. If pages are double-sided, each side will count as one (1) page. The 
Confirmation of Business Organization page shall be at the end of the proposal.   

Submittals are due to the City of Shelton prior to the date and time stated in Section 1.02-
Schedule. Submittals that are late, incomplete, or misdirected will be considered non-responsive, 
with no exceptions. The City of Shelton relies on the city’s own computer system clock to 
determine the correct time and is not responsible for any delays or difficulties experienced in the 
submittal of a Statement. Statements may be hand-delivered or mailed.  Fax and email 
submissions WILL NOT be accepted and will be considered non-responsive to this RFQ.     

3.02 Statement Contents 
Statements of Qualifications are to address the items requested below and in the order 
presented. 

A. Submittal Cover Page (1 Page)-Must Clearly identify the Category of the Submittal 
B. Cover Letter (1 Page) 

• An introduction to the firm and a brief background of the firm’s capabilities 

• Clearly identify the single contact person, including name, title, email address, mailing 
address, and phone number, for whom correspondence regarding the SOQ should be 
directed to 

• Identify any real or perceived conflicts of interests, inclusive of the primary and key staff 
members 

• A clear list of the categories for which proposals are being submitted. 

• A duly authorized officer, employee, or agent of the Consultant must sign the Cover Letter  
C. Firm Overview (1 Page) 

Provide an overview of the firm, including: 

• The size of the firm. 

• A summary of the corporate organizational structure. 

• Location and size of corporate headquarters. 

• Location and size of the branch of offices at which work may be performed. 

• Clearly indicate which office will have the primary responsibility for providing these 
services and/or execution of the work. 

D. Team, Experience, Qualifications, and Past Performance (2 Pages) 
If proposing for multiple Categories, the page limit and the items below apply per category. 

• Identify the Primary team member and key team members who may work on tasks 
assigned under the category, including working titles, degrees, certificates, licenses, and 
technical expertise. Describe the roles and responsibilities of each team member. 

• Provide an organizational chart demonstrating the relationship and hierarchy of the team 
described above. Identify team members by name, position, and discipline.  

• Identify potential areas of potential subconsultant involvement 

• Include resumes of the Primary and key team members. Resumes will not be included in 
the page count for this section and are limited to one single-sided page per individual. 

• Describe each team member’s qualifications and experience related to the Category 
scope. List three projects or contracts in which similar or equal services were provided for 
a municipality or public entity, stating some of the key challenges and how each was 
resolved. Please provide at least three references that may be contacted to assist in the 
City’s evaluation, including a brief summary of work performed and the name, title, 
organization, e-mail, and telephone number for each reference. References should be 
recent, within the last two years or current clients. 
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• Provide a table or list that summarizes the current major assignments and workload of all 
key team members, percentage of time committed to each current assignment, and 
anticipated end date of major assignments. Also include a statement demonstrating the 
team’s dedication to meeting the needs of the City and if/how that might be effected by 
competing assignments outside of those directed by the City. 

• Describe the measures that the firm/team will use to keep assignments of work on track 
to deliver a quality product in a timely manner. 

E. Confirmation of Business Organization Form (Attachment A) 

3.03 Statement Withdrawal 
Any Statement may be withdrawn at any time before the “Statement Due” date and time 
specified in Section 1.02 Schedule by providing a written request for the withdrawal to the city. A 
duly authorized representative of the firm shall execute the request. Withdrawal will not 
prejudice the right of the proposer to file a new Statement on this or future projects. 

3.04 Rejection or Acceptance of Statements of Qualifications 
The City expressly reserves the following rights to: 

a. Disregard any or all irregularities in the proposals. 
b. Reject any or all of the proposals or portions thereof. 
c. Base award with due regard to quality and timeliness of services, experience, compliance 

with the RFQ, and other factors as may be necessary under such circumstances. 
d. Reject all statements and re-advertise at the City’s sole discretion. 

3.05 Incurred Costs 
The City is not liable for any costs incurred by proposers in the preparation and/or presentation of 
their Statement of Qualifications. 

3.06 Evaluation Criteria 
The City will select consultants through a Qualifications Based Selection (“QBS”) procedure in 
accordance with RCW 39.80. 

Evaluation of the SOQ’s will be based on the following criteria for each category of work being 
proposed as well as the overall accuracy, completeness, legibility, and coherency of the SOQ 
(overall maximum 100 points available). 
 

EVALUATION CRITERIA MAXIMUM SCORE 

Demonstrated competence and qualifications of the team for the 
proposed category.  

35 

Past experience and demonstrated success applicable to the category 
scope, including past performance with the City of Shelton. 

35 

The capacity and availability of the team to provide the City with the 
on-call services. References relative to the issue 

20 

Accuracy, completeness, legibility, and coherency of the SOQ 10 

                                                                                                               TOTAL = 100 

The City, at its sole discretion, has the right to negotiate with any or all proposers regarding their 
statements. Additionally, the City may reject or accept any or all statements or parts thereof, 
submitted in response to this RFQ. 

3.07 Evaluation and Award Process 
An evaluation team will review the SOQs and evaluate all of the responses based on the 
evaluation criteria listed above. The City may request clarifications or additional information, if 
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needed. A selection may be made based on the SOQs and initial evaluation criteria alone. 
Alternatively, Consultants determined to be the most qualified through the initial evaluation 
phase (short-listed) may be invited to participate in interviews. Evaluation of the short-listed 
Consultants will be based on a combination of reference checks and interviews.  

The two highest scoring Consultants in each Category of work will be offered a Contract, and as 
such, this may result in consultants being awarded a Contract covering multiple Categories. The 
selected Consultants will be expected to enter into the city’s Standard Professional Services 
Agreement, set forth in Attachment B.  

The City reserves the right to negotiate all elements of the submittals, proposals, terms and 
conditions, and/or scope of services as part of the contract negotiation process prior to any 
formal authorization of the contract by the City. 
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ATTACHMENT A 

CONFIRMATION OF BUSINESS ORGANIZATION FORM 
 

  
 
Identification of Business Organization: 
 
The proposer, by checking the applicable box, represents that it operates as: 
 
[   ]  a corporation incorporated under the laws of the State of Washington 
 
[    ] an individual doing business as _________________________________ 
 
[    ]   a partnership (identify all partners on a separate page, attached) 
 
[    ] a joint venture (identify all joint ventures on a separate page, attached) 
 
[    ] other (please specify)       
 
 
____________________________   ____________________________ 
Proposer or Company Name    Washington UBI # 
 
____________________________   ____________________________ 
Address of Proposer     Federal Tax ID # 
 
____________________________   ____________________________ 
Telephone Number     Signature 
 
____________________________   ____________________________ 
Email       Printed Name and Title 
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ATTACHMENT B 
PRO FORMA PROFESSIONAL SERVICES AGREEMENT 



25-001.X-PSA  |  ON-CALL A&E CONSULTANT POOL

1 | Page

CITY OF SHELTON
ON-CALL PROFESSIONAL SERVICES AGREEMENT

ON-CALL A&E CONSULTANT POOL
Contract No. 25-001.X-PSA

THIS AGREEMENT, made and effective the [Day] day of [Month], 20xx by and between the City of 
Shelton, Washington, (“City”) and [Consultant Name], (“Consultant”), whose principal office is located at 
[Address].

WHEREAS, The City determined the need to have [Service Type] services performed on an on-call, as 
needed basis; and

WHEREAS, the City opened proposals submitted in response to the Request for Qualifications on Month 
Day, 20XX and selected [Consultant Name] following review of proposals received; and

WHEREAS, Consultant represented, and by entering into this Agreement now represents, that it is fully 
qualified to execute the work to be performed hereunder; and

WHEREAS, the services provided herein are professional services as described below:

☐ RCW 18.08 – Architects
☐ RCW 18.43 – Engineers
☐ RCW 18.43 – Land Surveyors
☐ RCW 18.96 – Land Scape Architects

NOW THEREFORE, the parties herein do mutually agree as follows:

1. Engagement of Consultant
The City hereby agrees to engage the Consultant, and the Consultant hereby agrees to perform the 
work in a competent and professional manner and provide [type of service] services on an on-call, as 
needed basis in the category(ies) of work and in the manner defined in Exhibit A – Scope and 
Assignment of Work, attached hereto and incorporated herein by this reference. 

If the Consultant’s fee schedule is attached as an exhibit, and if such fee schedule contains or 
incorporates any conditions or terms in addition to or different from the terms of this Agreement, 
then the Consultant expressly agrees that such conditions or terms are neither incorporated nor 
included into this Agreement between the City and Consultant.

2. Duration of Agreement
This Agreement shall commence as of the date of execution of this Agreement and shall be in effect 
until January 31, 2028. Two optional one-year extensions may be authorized upon mutual, written 
agreement by both parties.

3. Compensation
A. This Agreement does not guarantee any amount of work for the Consultant, therefore, no 

minimum level of compensation will be guaranteed. Total cumulative compensation, for all Task 
Orders assigned, including reimbursable expenses, shall not exceed a maximum of $200,000. 
Compensation will be based on the Consultant’s Fee Schedule, shown in Exhibit B, attached 
hereto and incorporated herein by this reference, and completed services rendered under each 
approved individual Task Order. The City will not pay for time or materials associated with 
development of scope & budget proposals, whether it results in an approved Task Order or not. 
The City shall not compensate the Consultant for invoices that exceed the Contract or Task Order 
maximum amount without a mutually agreed Contract or Task Order amendment executed prior 
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to the date of expenses/services incurred. The City reserves the right to disallow invoices that 
exceed the maximum amount and which, in the City’s opinion, do not add value.

B. The Consultant shall be paid by the City only for completed Work and for services actually 
rendered on approved Task Orders and authorized by this Contract, which are described herein. 
Such payment shall be full compensation for Work performed or services rendered, including, but 
not limited to, all labor, materials, supplies, equipment, and incidentals necessary to complete 
the assigned Work.

C. Consultant may receive payment as reimbursement for Eligible Expenses actually incurred. 
“Eligible Expenses” means those types and amounts of expenses either listed in Exhibit C – 
Reimbursable Expenses or such expenses as are approved for reimbursement by the City’s 
Contract Manager, in writing, prior to the expense being incurred. Expenses not specifically 
identified in Exhibit C may not be reimbursed unless prior written approval has been obtained 
from the City. An expense shall not be reimbursed if: 1) the expense is not identified in Exhibit C; 
2) the expense would exceed the contract value identified in part A of this Section or exceed an 
assigned Task Order value; 3) the expense was not clearly defined or identified in the scope & 
budget prepared for an individual Task Order; or 4) the expense was not approved in writing by 
the City’s Contract Manager, or an authorized City representative, prior to the Consultant 
incurring the expense.

D. The Consultant shall submit timely invoices to the City for authorized work performed, but not 
more often than once every thirty (30) days. Timely is to mean within 60 days following either 1) 
completion of work/tasks for Fixed-Price Task Orders, or 2) hours performed for Time & 
Materials Task Orders. Year-end invoices shall be submitted no later than January 10th each year.

E. If Consultant fails or refuses to correct its work when so directed by the City, the City may 
withhold from any payment otherwise due an amount that the City in good faith believes is equal 
to the cost to the City of correcting, re-procuring, or remedying any damage caused by 
Consultant’s conduct.

4. Method of Payment
The City shall pay the Consultant for services rendered within thirty (30) days of receipt of an 
approved invoice. To obtain payment, the Consultant shall:
A. File its request for payment accompanied by evidence satisfactory to the City justifying the 

request for payment. 
B. Follow the invoicing guidelines described in Exhibit D – On-call Invoicing Requirements, including 

the Billing Voucher form provided in the Exhibit. 
A completed Billing Voucher must accompany each invoice submitted.

C. To the extent reimbursement of Eligible Expenses is sought, submit itemization of such expenses 
and all documentation required, as defined in Exhibit C – Reimbursable Expenses.

D. Comply with all applicable provisions of this Agreement.
E. All requests for payment, including the required Billing Voucher, Cover Letter Report, and any 

applicable documentation, shall be submitted either via email (preferred method) to 
PW.Invoices@sheltonwa.gov, or via postal mail addressed to: City of Shelton Attn: Procurement 
& Contracts Administrator, 525 W Cota Street, Shelton, WA 98584.

5. Ownership of Tangible Property, Intellectual Property, and Derivative Rights
A. Any and all intellectual and tangible property which shall include, but is not limited to, data, 

analyses, documents, photographs, plans, processes, designs, drawings, specifications, surveys, 
films, reports, and other work products created, prepared, produced, constructed, assembled, 
made, performed, or otherwise produced by the Consultant or Consultant’s subconsultants for 
delivery to the City pursuant to this Agreement shall become the sole and absolute property of 
the City upon completion of the work and payment for the service. Such property shall constitute 
“work made for hire” as defined by the U.S. Copyright Act of 1976, 17 U.S.C. § 101, and the 
ownership of the copyright and any other intellectual property rights in such property 

mailto:PW.Invoices@sheltonwa.gov
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shall vest in the City at the time of its creation. Ownership of the intellectual property includes 
the right to copyright, patent, and register, and the ability to transfer these rights. Material which 
the Consultant uses to perform this Agreement but is not created, prepared, constructed, 
assembled, made, performed, or otherwise produced for or paid for by the City is owned by the 
Consultant and is not “work made for hire” within the terms of this Agreement.

B. The City may make or permit to be made any modifications to the plans and specifications 
without the prior written authorization of the Consultant.

C. Consultant warrants that its subconsultants have conveyed to it, all rights to intellectual and 
tangible property consistent with the foregoing. Consultant shall indemnify, defend, and hold the 
City harmless for and against any and all infringement claims brought or threatened as a result of 
a material breach of this provision.

6. Submission of Reports and Other Documents
The Consultant shall submit all reports and other documents required to the Project Manager 
identified in the assigned Task Order. Said information shall be subject to review by the City, and if 
found to be unacceptable based upon industry standards, Consultant shall correct any deficient work 
and promptly deliver to the City at the Consultant’s expense.

7. Changes
The City may, from time to time, unilaterally change the scope of the services of the Consultant to be 
performed hereunder. Such changes, including any increase or decrease in the scope of work (and 
resulting increase or decrease in compensation) on an assigned Task Order, shall: (a) be made only in 
writing and signed by an authorized City representative, (b) be explicitly identified as an Amendment 
to the Agreement or Task Order, and (c) become a part of this Agreement.

8. Independent Consultant
The Consultant and the City agree that the Consultant is an Independent Contractor with respect to 
the services provided pursuant to this Agreement. Nothing in this Agreement shall be considered to 
create the relationship of employer and employee between the parties. Neither the Consultant nor 
any employee of the Consultant shall be entitled to any benefits accorded City employees by virtue of 
the services provided under this Agreement. The City shall not be responsible for paying, withholding, 
or otherwise deducting any customary state or federal payroll deductions, including but not limited 
to FICA, FUTA, state industrial insurance, state workers compensation, or otherwise assuming the 
duties of an employer with respect to the Consultant or any employee of the Consultant.

9. Registration, Licensing, and Bonding
Consultant shall at all times maintain appropriate registration, licensing, and bonding applicable to 
professional services to be performed and pursuant to this Agreement, and has provided or will 
provide written evidence of the same to the City upon execution of this Agreement, and shall require 
and produce the same with respect to any subcontractors/assignees (if the same are authorized by 
the City to perform pursuant to this Agreement). 

In accordance with Shelton Municipal Code, for the privilege of accepting or executing a contract 
with the City of Shelton, irrespective of whether goods or services are delivered within or outside the 
city, or whether the person’s office is within or outside the city, the consultant is subject to the 
licensing requirements and business and occupation tax levied in SMC Chapters 5.04.030 and 
3.52.060.

10. Provisions of Facilities, Equipment, Personnel
The Consultant shall furnish the facilities, equipment, and personnel necessary to perform the 
services required under this Agreement, unless otherwise provided herein.

11. Subletting/Assignment of Contracts
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Consultant shall not sublet or assign any of the Work without the express, prior written consent of 
the City.

12. No Conflict of Interest
The Consultant represents to the City that it has no conflict of interest in performing any of the 
services under this Contract.  In the event that the Consultant is asked to perform services for a 
project with which it may have a conflict, it will disclose such conflict to the City.  At the discretion of 
the City, the City may direct the Consultant to refrain from entering into a contract with 
representatives of the conflicting project.

13. Compliance with Applicable Industry Standards, Laws, and Requirements
In performing such services, the Consultant shall at all times comply with all federal, state, and local 
laws applicable to the performance of such services. It is the Consultant's responsibility to identify 
and comply with such laws, including but not limited to, Washington’s laws against discrimination; 
Washington’s Industrial Safety and Health Act and associated regulations; Washington’s 
Unemployment Compensation provisions, and any other applicable laws, statutes, regulations, or 
requirements otherwise applicable to the services provided under this Agreement.

14. Discrimination Prohibited
The Consultant shall not discriminate against any employee, applicant for employment, or any person 
seeking the services of the Consultant under this Agreement on the basis of race, color, religion, 
creed, sex, age, national origin, marital status, or presence of any sensory, mental, or physical 
handicap, or any other protected class.

15. Indemnification / Hold Harmless
Consultant shall defend, indemnify, and hold the Public Entity, its officers, officials, employees, and 
volunteers harmless from any and all claims, injuries, damages, losses, or suits including attorney 
fees, arising out of or resulting from the acts, errors or omissions of the Consultant in performance of 
this Agreement, except for injuries and damages caused by the sole negligence of the Public Entity.
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 Consultant and the Public 
Entity, its officers, officials, employees, and volunteers, the Consultant's liability, including the duty 
and cost to defend, hereunder shall be only to the extent of the Consultant’s negligence.  It is further 
specifically and expressly understood that the indemnification provided herein constitutes the 
Consultant’s waiver of immunity under Industrial Insurance, Title 51 RCW, solely for the purposes of 
this indemnification.  This waiver has been mutually negotiated by the parties.  The provisions of this 
section shall survive the expiration or termination of this Agreement.

A. Insurance Term
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.

B. No Limitation
The 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 Public Entity’s recourse to any remedy available at law or in equity.

C. Minimum Scope of Insurance
The Consultant shall obtain insurance of the types and coverage described below:
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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.

2. Commercial General Liability insurance shall be at 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 Public Entity shall be named as an 
additional insured under the Consultant’s Commercial General Liability insurance policy with 
respect to the work performed for the Public Entity 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.

D. Minimum Amounts of Insurance
The 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 $2,000,000 
each occurrence, $2,000,000 general aggregate.

3. Professional Liability insurance shall be written with limits no less than $2,000,000 per claim 
and $2,000,000 policy aggregate limit.

E. Other Insurance Provision
The Consultant’s Automobile Liability and Commercial General Liability insurance policies are to 
contain, or be endorsed to contain that they shall be primary insurance as respect the Public 
Entity.  Any insurance, self-insurance, or self-insured pool coverage maintained by the Public 
Entity shall be excess of the Consultant’s insurance and shall not contribute with it.

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

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

H. Notice of Cancellation
The Consultant shall provide the Public Entity with written notice of any policy cancellation 
within two business days of their receipt of such notice.

I. Failure to Maintain Insurance
Failure on the part of the Consultant to maintain the insurance as required shall constitute a 
material breach of contract, upon which the Public Entity may, after giving five business days 
notice to the Consultant to correct the breach, immediately terminate the contract 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 Public Entity on demand, or at the sole 
discretion of the Public Entity, offset against funds due the Consultant from the Public Entity.

J. Public Entity Full Availability of Consultant Limits
If the Consultant maintains higher insurance limits than the minimums shown above, the Public 
Entity 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 contract or whether any certificate of 
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insurance furnished to the Public Entity evidences limits of liability lower than those maintained 
by the Consultant.

16. Record Keeping and Reporting
A. 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.

B. These records shall be maintained for a period of seven (7) years after termination hereof unless 
permission to destroy them is granted by the Office of the Archivist in accordance with RCW 
Chapter 40.14 and by the City.

17. Audits and Inspections
The records and documents with respect to all matters covered by this Agreement shall be subject at 
all times to inspection, review, or audit as allowed by law during the performance of this Agreement.  
The City shall have the right to conduct an audit of the Consultant's financial statement and condition 
and to a copy of the results of any such audit or other examination performed by or on behalf of the 
Consultant.

18. Termination
This Agreement may at any time be terminated for any reason by the City upon giving to the 
Consultant thirty (30) days written notice of the City's intention to terminate the same. If the 
Consultant's insurance coverage is canceled for any reason, the City shall have the right to terminate 
this Agreement immediately.  Consultant will be paid for satisfactory work performed through the 
date of termination.

19. Disputes
The Consultant shall present any disputed issue not resolved in accordance with this agreement in 
writing to the City Manager within 10 days. The decision of the City Manager or designee shall be 
final, subject to judicial review. The Mason County Superior Court shall have jurisdiction over 
disputes. In the event of litigation, each party shall bear its own costs and fees. 

20. Entire Agreement
This Agreement and Exhibits A, B, C, & D contain the entire agreement between the parties hereto, 
and no other agreements, oral or otherwise, regarding the subject matter of this Agreement shall be 
deemed to exist or bind either party.  Either party may request changes to the Agreement.  Proposed 
changes, which are mutually agreed upon and signed by each parties authorized signatory, shall be 
incorporated by written amendments to this Agreement.

21. Notices
Notices regarding individual Task Orders shall be directed to the Project Manager and Consultant 
Representative identified within the approved Task Order.

Notices regarding this Agreement shall be directed to the following:

CITY OF SHELTON COMPANY NAME
Attn: Brooke Kilts Attn: ______________
525 West Cota street Street Address
Shelton, WA 98584 City/State/Zip
Brooke.Kilts@sheltonwa.gov Email Address

mailto:Brooke.Kilts@sheltonwa.gov
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22. Authority to Obligate
Each person signing this Agreement on behalf of either party individually warrants that he or she has 
full legal power to execute this Agreement on behalf of the party for whom he or she is signing and 
bind and obligate such party with respect to all provisions contained in this Agreement.

23. Counterparts
Original signatures transmitted and received via electronic transmission of a scanned document, (e.g. 
PDF or similar format) are true and valid signatures for all purposes hereunder and shall bind the 
parties to the same extent as that of an original signature. Any such electronic mail transmission shall 
constitute the final agreement of the parties and conclusive proof of such agreement. Any such 
electronic counterpart shall be of sufficient quality to be legible either electronically or when printed 
as hardcopy. The City shall determine legibility and acceptability for public record purposes. This 
Agreement may be executed in one or more counterparts, each of which shall for all purposes be 
deemed to be an original and all of which shall constitute the same instrument.

IN WITNESS WHEREOF, the City of Shelton and [Consultant Name] have executed this Agreement as 
of the date first above written.

CITY OF SHELTON CONSULTANT

__________________________________ _______________________________________
Mark Ziegler [Name]
City Manager [Title]

Signatory’s Professional Registration No. (WA):

_______________________________________
Approved as to form 03/2024 Registered in accordance with:

☐ RCW 18.08 – Architects
☐ RCW 18.43 – Engineers
☐ RCW 18.43 – Land Surveyors
☐ RCW 18.96 – Land Scape Architects
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EXHIBIT A
SCOPE & ASSIGNMENT OF WORK

1. The Consultant shall provide professional services to the City in categories of:
a. [enter specific categories]

2. Definitions
A. On-Call Contract – The mutually binding legal agreement between the Consultant and the City 

which retains the Consultant to provide services on an as-needed basis, via authorized Task 
Order(s), and obligates the City to pay for those services. The Contract includes the original 
Agreement, all Amendments, and Attachments.

B. Task/Work Order – The document that memorializes agreement between the Consultant and the 
City, in accordance with the terms of the On-Call Contract. Task Orders are executed for defined 
work packages under the On-Call Contract. Also can be referred to as a Work Order.

C. Contract Manager – City staff member responsible for managing the On-Call Contract.
D. Project Manager – City staff member responsible for managing a specific Task Order.
E. Consultant Representative – The Consultant staff member responsible for managing a specific 

Task Order.
F. Consultant Signatory – The Consultant staff member(s) delegated the authority to provide 

signature approval for Task Orders under the On-Call Contract.

3. Task Order Proposals
The Project Manager will request the consultant provide a fee proposal for the scope of work desired 
by the City. The City will not pay for time or materials associated with development of fee proposals. 
Task Order proposals shall be submitted by the Consultant Representative to the City’s Project 
Manager, in writing, within five (5) working days of a request, or such other time frame mutually 
agreed upon between the Parties. Proposals shall include the following as directed by the City as to 
either a Lump Sum or Time and Materials Proposal:

A. Lump Sum Proposal
a) Description of Task Order scope and deliverables, including all inclusions and exclusions to 

the scope.
b) Indicate portion of total dollar amount tied to certain phases and/or specific deliverables.
c) Total dollar amount

OR
B. Time and Materials Proposal

a) Description of Task Order scope and deliverables.
b) Consultant’s Personnel Titles and Rates as negotiated in the Contract.
c) Hours per person per task.
d) Sub-tier consultant scope and deliverables (when applicable).
e) Anticipated reimbursable costs following guidelines outlined in Exhibit C - Reimbursable 

Expenses.
f) Total proposal with Not to Exceed dollar amount.

4. Task Order Assignment
If the City wishes to proceed with the scope and fee proposed, the City Contract Administrator will 
then draft the Task Order with a unique Task Order Number, assigned by the City, and provide the 
Task Order to Consultant for review and approving signature. Upon return of the partially executed 
Task Order to the City Contract Administrator, the final signature will be placed, following 
appropriate City policy. Authorization to proceed with a task will be granted with the return of a fully 
executed Task Order document to the Consultant, and the executed Task Order will become part of 
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this Contract as if set forth with the initial execution of this Contract. The Consultant will then be 
authorized to bill for services performed under the scope until the approved scope is complete or 
terminated. Without an approved (fully executed) Task Order received from the City, the Consultant 
shall not perform any services. 

5. Task Order Amendments
Amendments are necessary when the Consultant Representative becomes aware of the potential to 
exceed the authorized amount or when scope changes are requested by the City Project Manager. 
Consultant Representative shall provide a proposal detailing all changes, per 3A and 3B above. 
Consultant Representative shall not proceed with out-of-scope work until a Task Order Amendment 
is fully executed, following appropriate City Policy, and provided by the Contract Manager.

6. Task Order Termination
The City may terminate the Task Order at its convenience, with or without cause. In such case, the 
Consultant shall be paid for all work performed and reasonable expenses properly incurred in 
connection with the termination. 
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EXHIBIT B
COMPENSATION

The City shall pay the Consultant a sum equal to the number of hours actually worked , multiplied by the 
rate identified herein for the staff performing work as authorized, subject to the maximum stated in 
Paragraph 3(A) of this Agreement, as summarized and stated below. Upon prior notification to the City, 
the Consultant’s actual hourly rates may adjust during the course of this agreement, which may take 
place via approved Contract Amendments, however, such adjustments shall not affect the total 
compensation.

[INSERT RATE SHEET]
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Exhibit C – Reimbursable Expenses
Reimbursable expenses for Consultants/Contractors and Sub-Consultants/Sub-Contractors working for the City of Shelton shall 
follow the guidelines outlined below, unless otherwise specified in the Agreement. All reimbursable expenses will be billed at the 
actual direct cost, unless otherwise indicated below.
 

Expense Type Reimbursement Policies Documentation 
Required

Pre- Approval
Required?*

Hotel

Lodging reimbursement is limited to the current GSA per-diem daily 
lodging rate allowance for Mason County plus tax 
(https://www.gsa.gov/travel-resources). The City does not 
reimburse for in-room purchases, laundry, or any other incidentals. 
The City will not reimburse extra booking fees or related charges.

Itemized Receipt 
from check out – 
Booking receipts 

will not be 
accepted

Yes

Airfare
Based on the most economical flights with reasonable routing. 
Business class and first class are not reimbursable.
Baggage fees are limited to one bag per person. 

Receipt Yes

Airport Shuttle/
Taxi/Rideshare Actual expense, may include a customary gratuity. Receipt Yes

Rental Car Reimbursement for rental cars will be for a standard size car or 
smaller and reimbursed for the actual expense. Receipt Yes

Ferry Service
Only if required for travel between the local office and the City 
office/site. If other modes & routes are available, the cheaper route 
and mode shall be utilized.

Receipt No

Privately-Owned 
or Company Car

Mileage shall be calculated from the actual local office or office 
identified below and reimbursed at the IRS allowable rate for the 
current year. 

Printed Map w/ 
Mileage No

Zipcar/Similar 
Service

The City will reimburse contractual car rental fees to the extent 
they do not exceed the comparable mileage rate reimbursement.

Receipt & Printed 
Map No

Tolls
Only if required for travel between the local office and the City 
office/site. If other non-toll routes are possible, the cheapest route 
shall be utilized.

Good to Go or 
other statement No

Meals

Meal reimbursement is limited to the current GSA per-diem meal 
allowance, and only allowed when consultant travels overnight or 
at least 150 miles per one-way trip.  https://www.gsa.gov/travel-
resources

Itemized Receipt - 
Identify Person(s), 

Meal Type, and 
Dates of Travel

Yes

Courier or Parcel 
Services

Reimbursable only if required to fulfill a request of the City. Does 
not include routine correspondence. Receipt No

Printing, copying

Reimbursement will be allowed for documents that are to be 
provided to the owner or provided to an outside entity on behalf of 
the owner, only. Prints/copies of documents used by the 
Consultant/Contractor to perform normal services and not 
provided to the City are not reimbursable.

Receipt No

Sub-Consultants/ 
Sub-Contractors

Up to 10% markup allowed unless grant/funding guidelines 
prohibit. All subs are subject to these reimbursement guidelines. 
Sub-Consultants hired to perform basic services required by the 
Contract are not eligible for reimbursement.

Sub-Invoices Yes

* Pre-approval means an approval in writing from the Contract Manager prior to the cost(s) being incurred.  Documentation of 
approval shall be included with the invoice.

Office Address Mileage will be calculated from:

https://www.gsa.gov/travel-resources
https://www.gsa.gov/travel-resources
https://www.gsa.gov/travel-resources
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EXHIBIT D
ON-CALL INVOICING REQUIREMENTS

The City acknowledges that each consulting firm has their own accounting software and that, in many cases, it 
may be difficult to change the output or appearance of reports. For City Staff to effectively manage projects and 
process invoices, however, certain information is critical.

The following are guidelines which the City requires all on-call consultants to follow when preparing invoices. 

1. Timing: Due to potential audit issues, the City cannot pay for work done prior to the date listed as the 
“effective date” noted at the top of the executed Professional or Personal Services Agreement (PSA). Services 
shall be invoiced for within sixty (60) days of performance but not more frequently than every thirty (30) 
days.

2. Individual Invoicing and Invoice Package: In the case of multiple Task Order assignments, each Task Order 
shall be invoiced separately. Individual Invoice Packages shall contain the following: 

a. Cover Letter Report: A cover letter summarizing the work completed for the Task Order during the 
invoice period, deliverables provided during the invoice period, and forthcoming milestones and/or 
deliverables.

b. Invoice: Consultant Representative shall submit detailed invoices that clearly define the amount being 
billed as follows:
i. For Lump Sum Task Orders: Percentage of work complete, percentage of completed work billed.

ii. For Time and Materials Task Orders: List the amount being billed by task, if applicable.  Under each 
task, include a list of all people that worked on the project during the invoice period by name, job title, 
billing rate, and hours charged, and all expenses itemized, in accordance with the Contract.

c. Billing Voucher: A Billing Voucher (page 2, attached to this Exhibit) must be completed and accompany 
each invoice submitted; a digital pdf or fillable Word version of the document can be emailed upon 
request. The Billing Voucher summarizes the following: 
i. Submittal Number - the sequential number of invoices submitted to date, including the current 

invoice.
ii. Consultant Information – Name, Mailing Address, Phone Number

iii. Contract Information – Title of the On-Call Contract & Category, and Contract Expiration Date.
iv. Task Order Information – The Task Order Number assigned by the City and title of the Task Order
v. Reporting Period - shall be a range between two specific dates for which the invoice covers.

vi. Invoice Number - a unique number assigned to each invoice by the Consulting Firm in order to 
distinguish one invoice submission from another.

vii. Indicate whether the invoice submittal is the final billing for the Task Order.
viii. Budget Summary – shows the total Task Order Budget, Previous Payments, Current Request, Total 

Requested to Date, and Balance Remaining.

3. Backup: The City requires backup for all reimbursable expenses, and the guidelines outlined in Exhibit C - 
Reimbursable Expenses, must be followed.

4. Subconsultants: All requirements asked of the prime consultant must be followed by sub-consultants as well, 
including reimbursable expenses.

5. Rates: It is the Consultant’s responsibility to verify that rates included on the invoice are consistent with the 
rates approved by the City, as identified in the executed Contract and any Contract Amendments.

6. Invoice Submittal: The invoice package shall be submitted to PW.Invoices@SheltonWA.gov, or via postal mail 
or courier addressed to: City of Shelton Attn: Procurement & Contracts Administrator, 525 W Cota Street, 
Shelton, WA 98584.

mailto:PW.Invoices@sheltonwa.gov
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Page 1 of 1 

 

ADDENDUM NO. 1 

ON-CALL A&E CONSULTANT POOL 

RFQ #25-001 

 

ISSUED THIS DATE: November 13, 2024 

NOTICE TO ALL PROSPECTIVE CONSULTANTS: 

This Addendum serves to modify the Request for Qualifications (RFQ) issued on October 24, 2024. 

Please note the following changes: 

ITEM 1: Extension of Submittal Due Date 

The due date for the submission of Statements has been extended and as such, the schedule 

identified in Section 1.02 is amended as follows (changes are in red; added text is italicized and 

underlined, deleted text is shown as strike out): 

Event Date  

RFQ Release October 24, 2024 

Inquiries Deadline November 5, 2024 by 4:00 pm 

Responses to Inquiries Posted November 7 13, 2024 by 4:00 pm 

SOQ Submi9al Due November 18 December 2, 2024 by 1:00 pm 

No;fica;on of Shortlist (tenta;ve) November 27 December 11, 2024 

Interview of Short-Listed Consultants 

(as needed and determined by the City) 

*December 12 18, 2024 

Council Award *January 21, 2025 

ITEM 2: Revision/clarification to Evaluation Criteria 

Section 3.06, Evaluation Criteria, is amended as follows (changes are in red; added text is italicized 

and underlined, deleted text is shown as strike out): 

The City will select consultants through a Qualifica;ons Based Selec;on (“QBS”) procedure in 

accordance with RCW 39.80. 

Evalua;on of the SOQ’s will be based on the following criteria for each category of work being 

proposed as well as the overall accuracy, completeness, legibility, and coherency of the SOQ 

(overall maximum 100 points available). Informa�on obtained through reference checks or 

previous performance with the City of Shelton may be considered when evalua�ng. 

EVALUATION CRITERIA MAXIMUM SCORE 

Demonstrated competence and qualifica*ons of the team for the 

proposed category.  

35 

Past experience and demonstrated success applicable to the category 

scope, including past performance with the City of Shelton.  

35 

The capacity and availability of the team to provide the City with the 

on-call services. 

20 

Accuracy, completeness, legibility, and coherency of the SOQ 10 

                                                                                                               TOTAL = 100 

The City, at its sole discre;on, has the right to nego;ate with any or all proposers regarding their 

statements. Addi;onally, the City may reject or accept any or all statements or parts thereof, 

submi9ed in response to this RFQ. 



 

  CITY OF SHELTON 
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Question & Answer #1  Released 11/13/24 

RFQ #25-001 On-Call A&E Consultant Pool  
 

This document is posted to capture the questions received during the question & answer period 
for Contract #25-001-PSA, On-Call A&E Consultant Pool. This document is the official response 
to the questions received. 
 

Questions or responses included in this document require changes to the solicitation 
document. The solicitation has been updated and posted to the City’s Website as 
Addendum No. 1, which includes an extension of the Submittal Due Date and a 
revision/clarification to the Evaluation Criteria. 
 

No. Question Response 

Did this 
change the 

solicitation? 

1 Is the City interested in 
smaller, service-focused 
consultants, or are the 
City’s needs broader and be 
better supported by larger 
firms? 

We encourage firms of any size to submit for this 
opportunity; the emphasis is on the depth of expertise 
per individual category, rather than breadth across all 
categories. Each of the 15 scope categories represents a 
distinct area of expertise, and firms are encouraged to 
apply for categories where they feel they are strongest 
and are able to demonstrate proficiency and experience. 
Firms may submit qualifications for any combination of 
categories – from just one to all 15 – based on their 
strengths. Our goal is to select the most proficient firms 
in each category, ensuring a diverse and skilled pool of 
firms to pull from as needs arise. 

No 

2 Related to teaming 
partners; we understand 
that the City is not 
requesting comprehensive 
teams, but if we have a firm 
that we typically team with 
to complete a component of 
work necessary for design 
of a project, say 
electrical/instrumentation 
engineering, are we able to 
include them in our 
proposal, and if not, does 
the City plan to pair firms as 
needed on projects? 

For this RFQ, the submittal should focus solely on your 
Firm’s qualifications, experience, and capabilities. Each 
firm will be evaluated based on its own ability to provide 
the primary services required in each category. 

If your firm is selected and awarded a contract, you will 
have the opportunity to propose a detailed scope and 
budget for each specific Work Order. At that point, if your 
firm requires support from a subconsultant to fulfill 
components of that Work Order, you may propose 
including them as part of your Work Order Proposal. This 
is to ensure that each selected firm meets the core 
qualifications for the scope of work they are contracted to 
perform, while still allowing flexibility to incorporate 
additional expertise when necessary. 

No 

3 We see that past 
performance with the City is 
included in the evaluation 
criteria. Does this mean that 
those firms that have 
worked with the City will be 
scored higher than those 
that have not? 

The City welcomes submittals from all qualified firms, 
including those that have not previously worked with the 
City. While any relevant past experience with the City 
may be considered as part of the evaluation process, this 
does not imply a preference for firms with previous City 
experience. The intent is to evaluate all firms equitably 
based on their qualifications, experience, and ability to 
meet the scope requirements. New firms are strongly 
encouraged to apply and will be given full and fair 
consideration alongside firms with prior experience 
working with the City. 

Yes 
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KNIT formerly Architects Rasmussen Triebelhorn 
RWD Landscape Architects 

Helix Design Group 

Gray & Osborne, Inc     

Keller Associates      

SCJ Alliance     

Hultz BHU  

Parametrix    

Associated Earth Sciences, Inc.  

Sitts & Hill  

Williams Architecture 

Timmons Group 

RH2     

BHC Consultants  
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CITY OF SHELTON
ON-CALL PROFESSIONAL SERVICES AGREEMENT

ON-CALL A&E CONSULTANT POOL
Contract No. 25-001.X-PSA

THIS AGREEMENT, made and effective the 21st day of January, 2025, by and between the City of Shelton, 
Washington, (“City”) and [Consultant Name], (“Consultant”), whose principal office is located at [insert 
address].

WHEREAS, The City determined the need to have professional services performed on an on-call, as 
needed basis; and

WHEREAS, the City opened proposals submitted in response to the Request for Qualifications on 
December 2, 2024 and selected [Consultant Name] following review of proposals received; and

WHEREAS, Consultant represented, and by entering into this Agreement now represents, that it is fully 
qualified to execute the work to be performed hereunder; and

WHEREAS, the services provided herein are professional services as described below:

☐ RCW 18.08 – Architects
☐ RCW 18.43 – Engineers
☐ RCW 18.43 – Land Surveyors
☐ RCW 18.96 – Land Scape Architects

NOW THEREFORE, the parties herein do mutually agree as follows:

1. Engagement of Consultant
The City hereby agrees to engage the Consultant, and the Consultant hereby agrees to perform the 
work in a competent and professional manner and provide the services on an on-call, as needed basis 
in the category(ies) of work and in the manner defined in Exhibit A – Scope and Assignment of Work, 
attached hereto and incorporated herein by this reference. 

If the Consultant’s fee schedule is attached as an exhibit, and if such fee schedule contains or 
incorporates any conditions or terms in addition to or different from the terms of this Agreement, 
then the Consultant expressly agrees that such conditions or terms are neither incorporated nor 
included into this Agreement between the City and Consultant.

2. Duration of Agreement
This Agreement shall commence as of the date of execution of this Agreement and shall be in effect 
until January 31, 2028. Two optional one-year extensions may be authorized upon mutual, written 
agreement by both parties.

3. Compensation
A. This Agreement does not guarantee any amount of work for the Consultant, therefore, no 

minimum level of compensation will be guaranteed. Total cumulative compensation, for all Task 
Orders assigned, including reimbursable expenses, shall not exceed a maximum of $300,000. 
Compensation will be based on the Consultant’s Fee Schedule, shown in Exhibit B, attached 
hereto and incorporated herein by this reference, and completed services rendered under each 
approved individual Task Order. The City will not pay for time or materials associated with 
development of scope & budget proposals, whether it results in an approved Task Order or not. 
The City shall not compensate the Consultant for invoices that exceed the Contract or Task Order 
maximum amount without a mutually agreed Contract or Task Order amendment executed prior 
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to the date of expenses/services incurred. The City reserves the right to disallow invoices that 
exceed the maximum amount and which, in the City’s opinion, do not add value.

B. The Consultant shall be paid by the City only for completed Work and for services actually 
rendered on approved Task Orders and authorized by this Contract, which are described herein. 
Such payment shall be full compensation for Work performed or services rendered, including, but 
not limited to, all labor, materials, supplies, equipment, and incidentals necessary to complete 
the assigned Work.

C. Consultant may receive payment as reimbursement for Eligible Expenses actually incurred. 
“Eligible Expenses” means those types and amounts of expenses either listed in Exhibit C – 
Reimbursable Expenses or such expenses as are approved for reimbursement by the City’s 
Contract Manager, in writing, prior to the expense being incurred. Expenses not specifically 
identified in Exhibit C may not be reimbursed unless prior written approval has been obtained 
from the City. An expense shall not be reimbursed if: 1) the expense is not identified in Exhibit C; 
2) the expense would exceed the contract value identified in part A of this Section or exceed an 
assigned Task Order value; 3) the expense was not clearly defined or identified in the scope & 
budget prepared for an individual Task Order; or 4) the expense was not approved in writing by 
the City’s Contract Manager, or an authorized City representative, prior to the Consultant 
incurring the expense.

D. The Consultant shall submit timely invoices to the City for authorized work performed, but not 
more often than once every thirty (30) days. Timely is to mean within 60 days following either 1) 
completion of work/tasks for Fixed-Price Task Orders, or 2) hours performed for Time & 
Materials Task Orders. Year-end invoices shall be submitted no later than January 10th each year.

E. If Consultant fails or refuses to correct its work when so directed by the City, the City may 
withhold from any payment otherwise due an amount that the City in good faith believes is equal 
to the cost to the City of correcting, re-procuring, or remedying any damage caused by 
Consultant’s conduct.

4. Method of Payment
The City shall pay the Consultant for services rendered within thirty (30) days of receipt of an 
approved invoice. To obtain payment, the Consultant shall:
A. File its request for payment accompanied by evidence satisfactory to the City justifying the 

request for payment. 
B. Follow the invoicing guidelines described in Exhibit D – On-call Invoicing Requirements, including 

the Billing Voucher form provided in the Exhibit. 
A completed Billing Voucher must accompany each invoice submitted.

C. To the extent reimbursement of Eligible Expenses is sought, submit itemization of such expenses 
and all documentation required, as defined in Exhibit C – Reimbursable Expenses.

D. Comply with all applicable provisions of this Agreement.
E. All requests for payment, including the required Billing Voucher, Cover Letter Report, and any 

applicable documentation, shall be submitted either via email (preferred method) to 
PW.Invoices@sheltonwa.gov, or via postal mail addressed to: City of Shelton Attn: Procurement 
& Contracts Administrator, 525 W Cota Street, Shelton, WA 98584.

5. Ownership of Tangible Property, Intellectual Property, and Derivative Rights
A. Any and all intellectual and tangible property which shall include, but is not limited to, data, 

analyses, documents, photographs, plans, processes, designs, drawings, specifications, surveys, 
films, reports, and other work products created, prepared, produced, constructed, assembled, 
made, performed, or otherwise produced by the Consultant or Consultant’s subconsultants for 
delivery to the City pursuant to this Agreement shall become the sole and absolute property of 
the City upon completion of the work and payment for the service. Such property shall constitute 
“work made for hire” as defined by the U.S. Copyright Act of 1976, 17 U.S.C. § 101, and the 
ownership of the copyright and any other intellectual property rights in such property 

mailto:PW.Invoices@sheltonwa.gov
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shall vest in the City at the time of its creation. Ownership of the intellectual property includes 
the right to copyright, patent, and register, and the ability to transfer these rights. Material which 
the Consultant uses to perform this Agreement but is not created, prepared, constructed, 
assembled, made, performed, or otherwise produced for or paid for by the City is owned by the 
Consultant and is not “work made for hire” within the terms of this Agreement.

B. The City may make or permit to be made any modifications to the plans and specifications 
without the prior written authorization of the Consultant.

C. Consultant warrants that its subconsultants have conveyed to it, all rights to intellectual and 
tangible property consistent with the foregoing. Consultant shall indemnify, defend, and hold the 
City harmless for and against any and all infringement claims brought or threatened as a result of 
a material breach of this provision.

6. Submission of Reports and Other Documents
The Consultant shall submit all reports and other documents required to the Project Manager 
identified in the assigned Task Order. Said information shall be subject to review by the City, and if 
found to be unacceptable based upon industry standards, Consultant shall correct any deficient work 
and promptly deliver to the City at the Consultant’s expense.

7. Changes
The City may, from time to time, unilaterally change the scope of the services of the Consultant to be 
performed hereunder. Such changes, including any increase or decrease in the scope of work (and 
resulting increase or decrease in compensation) on an assigned Task Order, shall: (a) be made only in 
writing and signed by an authorized City representative, (b) be explicitly identified as an Amendment 
to the Agreement or Task Order, and (c) become a part of this Agreement.

8. Independent Consultant
The Consultant and the City agree that the Consultant is an Independent Contractor with respect to 
the services provided pursuant to this Agreement. Nothing in this Agreement shall be considered to 
create the relationship of employer and employee between the parties. Neither the Consultant nor 
any employee of the Consultant shall be entitled to any benefits accorded City employees by virtue of 
the services provided under this Agreement. The City shall not be responsible for paying, withholding, 
or otherwise deducting any customary state or federal payroll deductions, including but not limited 
to FICA, FUTA, state industrial insurance, state workers compensation, or otherwise assuming the 
duties of an employer with respect to the Consultant or any employee of the Consultant.

9. Registration, Licensing, and Bonding
Consultant shall at all times maintain appropriate registration, licensing, and bonding applicable to 
professional services to be performed and pursuant to this Agreement, and has provided or will 
provide written evidence of the same to the City upon execution of this Agreement, and shall require 
and produce the same with respect to any subcontractors/assignees (if the same are authorized by 
the City to perform pursuant to this Agreement). 

In accordance with Shelton Municipal Code, for the privilege of accepting or executing a contract 
with the City of Shelton, irrespective of whether goods or services are delivered within or outside the 
city, or whether the person’s office is within or outside the city, the consultant is subject to the 
licensing requirements and business and occupation tax levied in SMC Chapters 5.04.030 and 
3.52.060.

10. Provisions of Facilities, Equipment, Personnel
The Consultant shall furnish the facilities, equipment, and personnel necessary to perform the 
services required under this Agreement, unless otherwise provided herein.
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11. Subletting/Assignment of Contracts
Consultant shall not sublet or assign any of the Work without the express, prior written consent of 
the City.

12. No Conflict of Interest
The Consultant represents to the City that it has no conflict of interest in performing any of the 
services under this Contract.  In the event that the Consultant is asked to perform services for a 
project with which it may have a conflict, it will disclose such conflict to the City.  At the discretion of 
the City, the City may direct the Consultant to refrain from entering into a contract with 
representatives of the conflicting project.

13. Compliance with Applicable Industry Standards, Laws, and Requirements
In performing such services, the Consultant shall at all times comply with all federal, state, and local 
laws applicable to the performance of such services. It is the Consultant's responsibility to identify 
and comply with such laws, including but not limited to, Washington’s laws against discrimination; 
Washington’s Industrial Safety and Health Act and associated regulations; Washington’s 
Unemployment Compensation provisions, and any other applicable laws, statutes, regulations, or 
requirements otherwise applicable to the services provided under this Agreement.

14. Discrimination Prohibited
The Consultant shall not discriminate against any employee, applicant for employment, or any person 
seeking the services of the Consultant under this Agreement on the basis of race, color, religion, 
creed, sex, age, national origin, marital status, or presence of any sensory, mental, or physical 
handicap, or any other protected class.

15. Indemnification / Hold Harmless
Consultant shall defend, indemnify, and hold the Public Entity, its officers, officials, employees, and 
volunteers harmless from any and all claims, injuries, damages, losses, or suits including attorney 
fees, arising out of or resulting from the acts, errors or omissions of the Consultant in performance of 
this Agreement, except for injuries and damages caused by the sole negligence of the Public Entity.
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 Consultant and the Public 
Entity, its officers, officials, employees, and volunteers, the Consultant's liability, including the duty 
and cost to defend, hereunder shall be only to the extent of the Consultant’s negligence.  It is further 
specifically and expressly understood that the indemnification provided herein constitutes the 
Consultant’s waiver of immunity under Industrial Insurance, Title 51 RCW, solely for the purposes of 
this indemnification.  This waiver has been mutually negotiated by the parties.  The provisions of this 
section shall survive the expiration or termination of this Agreement.

A. Insurance Term
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.

B. No Limitation
The 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 Public Entity’s recourse to any remedy available at law or in equity.

C. Minimum Scope of Insurance
The Consultant shall obtain insurance of the types and coverage described below:
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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.

2. Commercial General Liability insurance shall be at 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 Public Entity shall be named as an 
additional insured under the Consultant’s Commercial General Liability insurance policy with 
respect to the work performed for the Public Entity 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.

D. Minimum Amounts of Insurance
The 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 $2,000,000 
each occurrence, $2,000,000 general aggregate.

3. Professional Liability insurance shall be written with limits no less than $2,000,000 per claim 
and $2,000,000 policy aggregate limit.

E. Other Insurance Provision
The Consultant’s Automobile Liability and Commercial General Liability insurance policies are to 
contain, or be endorsed to contain that they shall be primary insurance as respect the Public 
Entity.  Any insurance, self-insurance, or self-insured pool coverage maintained by the Public 
Entity shall be excess of the Consultant’s insurance and shall not contribute with it.

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

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

H. Notice of Cancellation
The Consultant shall provide the Public Entity with written notice of any policy cancellation 
within two business days of their receipt of such notice.

I. Failure to Maintain Insurance
Failure on the part of the Consultant to maintain the insurance as required shall constitute a 
material breach of contract, upon which the Public Entity may, after giving five business days 
notice to the Consultant to correct the breach, immediately terminate the contract 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 Public Entity on demand, or at the sole 
discretion of the Public Entity, offset against funds due the Consultant from the Public Entity.

J. Public Entity Full Availability of Consultant Limits
If the Consultant maintains higher insurance limits than the minimums shown above, the Public 
Entity 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 contract or whether any certificate of 
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insurance furnished to the Public Entity evidences limits of liability lower than those maintained 
by the Consultant.

16. Record Keeping and Reporting
A. 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.

B. These records shall be maintained for a period of seven (7) years after termination hereof unless 
permission to destroy them is granted by the Office of the Archivist in accordance with RCW 
Chapter 40.14 and by the City.

17. Audits and Inspections
The records and documents with respect to all matters covered by this Agreement shall be subject at 
all times to inspection, review, or audit as allowed by law during the performance of this Agreement.  
The City shall have the right to conduct an audit of the Consultant's financial statement and condition 
and to a copy of the results of any such audit or other examination performed by or on behalf of the 
Consultant.

18. Termination
This Agreement may at any time be terminated for any reason by the City upon giving to the 
Consultant thirty (30) days written notice of the City's intention to terminate the same. If the 
Consultant's insurance coverage is canceled for any reason, the City shall have the right to terminate 
this Agreement immediately.  Consultant will be paid for satisfactory work performed through the 
date of termination.

19. Disputes
The Consultant shall present any disputed issue not resolved in accordance with this agreement in 
writing to the City Manager within 10 days. The decision of the City Manager or designee shall be 
final, subject to judicial review. The Mason County Superior Court shall have jurisdiction over 
disputes. In the event of litigation, each party shall bear its own costs and fees. 

20. Entire Agreement
This Agreement and Exhibits A, B, C, and D, pages 1 to 13 inclusive, contain the entire agreement 
between the parties hereto, and no other agreements, oral or otherwise, regarding the subject 
matter of this Agreement shall be deemed to exist or bind either party.  Either party may request 
changes to the Agreement.  Proposed changes, which are mutually agreed upon and signed by each 
parties authorized signatory, shall be incorporated by written amendments to this Agreement.

21. Notices
Notices regarding individual Task Orders shall be directed to the Project Manager and Consultant 
Representative identified within the approved Task Order.

Notices regarding this Agreement shall be directed to the following:

CITY OF SHELTON [CONSULTANT NAME]
Attn: Brooke Kilts Attn: _________________
525 West Cota street Street Address
Shelton, WA 98584 City, State Zip
Brooke.Kilts@sheltonwa.gov email address 

mailto:Brooke.Kilts@sheltonwa.gov
mailto:dmiller@g-o.com
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22. Authority to Obligate
Each person signing this Agreement on behalf of either party individually warrants that he or she has 
full legal power to execute this Agreement on behalf of the party for whom he or she is signing and 
bind and obligate such party with respect to all provisions contained in this Agreement.

23. Counterparts
Original signatures transmitted and received via electronic transmission of a scanned document, (e.g. 
PDF or similar format) are true and valid signatures for all purposes hereunder and shall bind the 
parties to the same extent as that of an original signature. Any such electronic mail transmission shall 
constitute the final agreement of the parties and conclusive proof of such agreement. Any such 
electronic counterpart shall be of sufficient quality to be legible either electronically or when printed 
as hardcopy. The City shall determine legibility and acceptability for public record purposes. This 
Agreement may be executed in one or more counterparts, each of which shall for all purposes be 
deemed to be an original and all of which shall constitute the same instrument.

IN WITNESS WHEREOF, the City of Shelton and Gray & Osborne, Inc. have executed this Agreement 
as of the date first above written.

CITY OF SHELTON [CONSULTANT NAME]

__________________________________ _______________________________________
Mark Ziegler [Signatory Name]
City Manager [Signatory Title]

Signatory’s Professional Registration No. (WA):

_______________________________________
Approved as to form 03/2024 Registered in accordance with:

☐ RCW 18.08 – Architects
☐ RCW 18.43 – Engineers
☐ RCW 18.43 – Land Surveyors
☐ RCW 18.96 – Land Scape Architects
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EXHIBIT A
SCOPE & ASSIGNMENT OF WORK

1. The Consultant shall provide professional services to the City in categories of:
a. [scope category]

2. Definitions
A. On-Call Contract – The mutually binding legal agreement between the Consultant and the City 

which retains the Consultant to provide services on an as-needed basis, via authorized Task 
Order(s), and obligates the City to pay for those services. The Contract includes the original 
Agreement, all Amendments, and Attachments.

B. Task/Work Order – The document that memorializes agreement between the Consultant and the 
City, in accordance with the terms of the On-Call Contract. Task Orders are executed for defined 
work packages under the On-Call Contract. Also can be referred to as a Work Order.

C. Contract Manager – City staff member responsible for managing the On-Call Contract.
D. Project Manager – City staff member responsible for managing a specific Task Order.
E. Consultant Representative – The Consultant staff member responsible for managing a specific 

Task Order.
F. Consultant Signatory – The Consultant staff member(s) delegated the authority to provide 

signature approval for Task Orders under the On-Call Contract.

3. Task Order Proposals
The Project Manager will request the consultant provide a fee proposal for the scope of work desired 
by the City. The City will not pay for time or materials associated with development of fee proposals. 
Task Order proposals shall be submitted by the Consultant Representative to the City’s Project 
Manager, in writing, within five (5) working days of a request, or such other time frame mutually 
agreed upon between the Parties. Proposals shall include the following as directed by the City as to 
either a Lump Sum or Time and Materials Proposal:

A. Lump Sum Proposal
a) Description of Task Order scope and deliverables, including all inclusions and exclusions to 

the scope.
b) Indicate portion of total dollar amount tied to certain phases and/or specific deliverables.
c) Total dollar amount

OR
B. Time and Materials Proposal

a) Description of Task Order scope and deliverables.
b) Consultant’s Personnel Titles and Rates as negotiated in the Contract.
c) Hours per person per task.
d) Sub-tier consultant scope and deliverables (when applicable).
e) Anticipated reimbursable costs following guidelines outlined in Exhibit C - Reimbursable 

Expenses.
f) Total proposal with Not to Exceed dollar amount.

4. Task Order Assignment
If the City wishes to proceed with the scope and fee proposed, the City Contract Administrator will 
then draft the Task Order with a unique Task Order Number, assigned by the City, and provide the 
Task Order to Consultant for review and approving signature. Upon return of the partially executed 
Task Order to the City Contract Administrator, the final signature will be placed, following 
appropriate City policy. Authorization to proceed with a task will be granted with the return of a fully 
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executed Task Order document to the Consultant, and the executed Task Order will become part of 
this Contract as if set forth with the initial execution of this Contract. The Consultant will then be 
authorized to bill for services performed under the scope until the approved scope is complete or 
terminated. Without an approved (fully executed) Task Order received from the City, the Consultant 
shall not perform any services. 

5. Task Order Amendments
Amendments are necessary when the Consultant Representative becomes aware of the potential to 
exceed the authorized amount or when scope changes are requested by the City Project Manager. 
Consultant Representative shall provide a proposal detailing all changes, per 3A and 3B above. 
Consultant Representative shall not proceed with out-of-scope work until a Task Order Amendment 
is fully executed, following appropriate City Policy, and provided by the Contract Manager.

6. Task Order Termination
The City may terminate the Task Order at its convenience, with or without cause. In such case, the 
Consultant shall be paid for all work performed and reasonable expenses properly incurred in 
connection with the termination. 
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EXHIBIT B
COMPENSATION

The City shall pay the Consultant a sum equal to the number of hours actually worked , multiplied by the 
rate identified herein for the staff performing work as authorized, subject to the maximum stated in 
Paragraph 3(A) of this Agreement, as summarized and stated below. Upon prior notification to the City, 
the Consultant’s actual hourly rates may adjust during the course of this agreement, which may take 
place via approved Contract Amendments, however, such adjustments shall not affect the total 
compensation.
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Exhibit C – Reimbursable Expenses
Reimbursable expenses for Consultants/Contractors and Sub-Consultants/Sub-Contractors working for the City of Shelton shall 
follow the guidelines outlined below, unless otherwise specified in the Agreement. All reimbursable expenses will be billed at the 
actual direct cost, unless otherwise indicated below.
 

Expense Type Reimbursement Policies Documentation 
Required

Pre- Approval
Required?*

Hotel

Lodging reimbursement is limited to the current GSA per-diem daily 
lodging rate allowance for Mason County plus tax 
(https://www.gsa.gov/travel-resources). The City does not reimburse 
for in-room purchases, laundry, or any other incidentals. The City will 
not reimburse extra booking fees or related charges.

Itemized Receipt 
from check out – 
Booking receipts 

will not be accepted

Yes

Airfare
Based on the most economical flights with reasonable routing. 
Business class and first class are not reimbursable.
Baggage fees are limited to one bag per person. 

Receipt Yes

Airport Shuttle/
Taxi/Rideshare

Actual expense, may include a customary gratuity. Receipt Yes

Rental Car
Reimbursement for rental cars will be for a standard size car or 
smaller and reimbursed for the actual expense. Receipt Yes

Ferry Service
Only if required for travel between the local office and the City 
office/site. If other modes & routes are available, the cheaper route 
and mode shall be utilized.

Receipt No

Privately-Owned 
or Company Car

Mileage shall be calculated from the actual local office or office 
identified below and reimbursed at the IRS allowable rate for the 
current year. 

Printed Map w/ 
Mileage No

Zipcar/Similar 
Service

The City will reimburse contractual car rental fees to the extent they 
do not exceed the comparable mileage rate reimbursement.

Receipt & Printed 
Map No

Tolls
Only if required for travel between the local office and the City 
office/site. If other non-toll routes are possible, the cheapest route 
shall be utilized.

Good to Go or other 
statement No

Meals

Meal reimbursement is limited to the current GSA per-diem meal 
allowance, and only allowed when consultant travels overnight or at 
least 150 miles per one-way trip.  https://www.gsa.gov/travel-
resources

Itemized Receipt - 
Identify Person(s), 

Meal Type, and 
Dates of Travel

Yes

Courier or Parcel 
Services

Reimbursable only if required to fulfill a request of the City. Does not 
include routine correspondence. Receipt No

Printing, copying

Reimbursement will be allowed for documents that are to be 
provided to the owner or provided to an outside entity on behalf of 
the owner, only. Prints/copies of documents used by the 
Consultant/Contractor to perform normal services and not provided 
to the City are not reimbursable.

Receipt No

Sub-Consultants/ 
Sub-Contractors

Up to 10% markup allowed unless grant/funding guidelines prohibit. 
All subs are subject to these reimbursement guidelines. Sub-
Consultants hired to perform basic services required by the Contract 
are not eligible for reimbursement.

Sub-Invoices Yes

* Pre-approval means an approval in writing from the Contract Manager prior to the cost(s) being incurred.  Documentation of 
approval shall be included with the invoice.

Office Address Mileage will be calculated from:

https://www.gsa.gov/travel-resources
https://www.gsa.gov/travel-resources
https://www.gsa.gov/travel-resources
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EXHIBIT D
ON-CALL INVOICING REQUIREMENTS

The City acknowledges that each consulting firm has their own accounting software and that, in many cases, it 
may be difficult to change the output or appearance of reports. For City Staff to effectively manage projects and 
process invoices, however, certain information is critical.

The following are guidelines which the City requires all on-call consultants to follow when preparing invoices. 

1. Timing: Due to potential audit issues, the City cannot pay for work done prior to the date listed as the 
“effective date” noted at the top of the executed Professional or Personal Services Agreement (PSA). Services 
shall be invoiced for within sixty (60) days of performance but not more frequently than every thirty (30) 
days.

2. Individual Invoicing and Invoice Package: In the case of multiple Task Order assignments, each Task Order 
shall be invoiced separately. Individual Invoice Packages shall contain the following: 

a. Cover Letter Report: A cover letter summarizing the work completed for the Task Order during the 
invoice period, deliverables provided during the invoice period, and forthcoming milestones and/or 
deliverables.

b. Invoice: Consultant Representative shall submit detailed invoices that clearly define the amount being 
billed as follows:
i. For Lump Sum Task Orders: Percentage of work complete, percentage of completed work billed.

ii. For Time and Materials Task Orders: List the amount being billed by task, if applicable.  Under each 
task, include a list of all people that worked on the project during the invoice period by name, job title, 
billing rate, and hours charged, and all expenses itemized, in accordance with the Contract.

c. Billing Voucher: A Billing Voucher (page 2, attached to this Exhibit) must be completed and accompany 
each invoice submitted; a digital pdf or fillable Word version of the document can be emailed upon 
request. The Billing Voucher summarizes the following: 
i. Submittal Number - the sequential number of invoices submitted to date, including the current 

invoice.
ii. Consultant Information – Name, Mailing Address, Phone Number

iii. Contract Information – Title of the On-Call Contract & Category, and Contract Expiration Date.
iv. Task Order Information – The Task Order Number assigned by the City and title of the Task Order
v. Reporting Period - shall be a range between two specific dates for which the invoice covers.

vi. Invoice Number - a unique number assigned to each invoice by the Consulting Firm in order to 
distinguish one invoice submission from another.

vii. Indicate whether the invoice submittal is the final billing for the Task Order.
viii. Budget Summary – shows the total Task Order Budget, Previous Payments, Current Request, Total 

Requested to Date, and Balance Remaining.

3. Backup: The City requires backup for all reimbursable expenses, and the guidelines outlined in Exhibit C - 
Reimbursable Expenses, must be followed.

4. Subconsultants: All requirements asked of the prime consultant must be followed by sub-consultants as well, 
including reimbursable expenses.

5. Rates: It is the Consultant’s responsibility to verify that rates included on the invoice are consistent with the 
rates approved by the City, as identified in the executed Contract and any Contract Amendments.

6. Invoice Submittal: The invoice package shall be submitted to PW.Invoices@SheltonWA.gov, or via postal mail 
or courier addressed to: City of Shelton Attn: Procurement & Contracts Administrator, 525 W Cota Street, 
Shelton, WA 98584.

mailto:PW.Invoices@sheltonwa.gov
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RESOLUTION NO. 1363-1124 

A RESOLUTION OF THE COUNCIL OF THE CITY OF SHELTON, WASHINGTON, AUTHORIZING THE 
AWARD OF CONTRACTS FOR ON-CALL ARCHITECTURE AND ENGINEERING CONSULTING 

SERVICES AND AUTHORIZING THE CITY MANAGER TO EXECUTE SAID CONTRACTS 

WHEREAS, the City of Shelton occasionally requires supplemental professional architecture and 
engineering (A&E) services to support City staff with designs, feasibility studies, traffic studies, and 
other specialized services; and 

WHEREAS, the City conducted a competitive Request for Qualifications (RFQ) process in 
compliance with the uniform requirements of RCW 39.80, to establish a pool of qualified A&E 
consultants for on-call services in fifteen (15) categories of work; and 

WHEREAS, the City received twenty-three (23) Statements of Qualifications (SOQs) in response to 
the RFQ, of which twenty-two (22) were deemed responsive and evaluated based on the criteria 
outlined in the RFQ; and 

WHEREAS, City staff have identified thirteen (13) consulting firms, ranked in each category and in 
accordance with the evaluation process, to establish a pool of on-call consultants for various 
categories of work; and 

WHEREAS, to ensure adequate capacity and flexibility to meet the anticipated high demand for 
services, the City recommends awarding contracts to the top three ranked firms in certain high-
demand categories; and 

WHEREAS, the contracts will not guarantee a minimum level of work or compensation, and Task 
Orders will only be issued as budget allows and in accordance with the City’s signing authority. 

THEREFORE, BE IT RESOLVED by the City Council of the City of Shelton, Washington as follows: 
1. The City Council hereby awards on-call consulting services contracts to the following firms for 

the categories of work indicated: 

 



2. The City Manager is authorized to execute the Professional Services Agreements for each 
awarded firm, with contract numbers assigned as 25-001.1-PSA through 25-001.13-PSA. 

3. Task Orders may be issued as needed, consistent with the City’s budget and delegated signing 
authority. 

INTRODUCED on the 7th day of January 2025 and PASSED by the City Council at its regular meeting 
held on the 21st day of January 2025. 

 

                                                               ___________________________________ 
 Mayor Onisko 
ATTEST:  
  
____________________________ 
City Clerk Nault  
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CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item F5) 

Touch Date: 12/27/2024 
Brief Date:    01/07/2025 
Action Date: 01/21/2025  

Department:     Community & Economic Development 
   
Presented By:  Jae Hill, Director 

 
  
APPROVED FOR COUNCIL PACKET: 

  PROGRAM/PROJECT TITLE: 
  Creative District 
 
  ATTACHMENTS:  
  - Resolution No. 1367-1224 
  - PowerPoint Presentation 
  
 

 
Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 Other 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head  JBH 

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

 
12/27/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION:   
In 2015, Forterra conducted a planning process that culminated in a Downtown Vision Plan. Within that Plan 
was a concept to activate underutilized Cota Street through the creation of an Arts District. In early 2023, that 
item was placed on the Community & Economic Development Department Work Plan for continued 
development and action.  
 
In December 2023, CED Director Hill contacted the Washington State Arts Commission’s Creative Districts 
Program and began the application process. An organizing committee was recruited from among the business 
and arts communities. The project was selected by Blue Zones and Choice Regional Health Network for initial 
funding, which conducted a design charette for Cota Street that led to the redesigned streetscape and 
overhead lighting present today. The physical improvements were mostly in place before the highly successful 
2024 Arts Walk in July which saw over 3200 visitors, as well as 80 vendors and supporting businesses. 
 
Since the Arts Walk, the Organizing Committee has conducted additional outreach, including bringing on the 
Timberland Regional Library as a partner and holding a well-attended Artists Forum on November 18. The 
Committee has also procured a logo from renowned local artist Andrea Wilbur-Sigo. 
 
The Creative District Organizing Committee is preparing to submit an application to ArtsWA in January to 
formally request acknowledgement of the City’s district. One of the required application materials is 
documentation of support from the local government, in the form of a resolution. 
 
This proposed resolution expresses the Council’s support for the creation of the Shelton Creative District and 
establishes the boundary of the district. Per ArtsWA regulations, a district must be contiguous, distinct, and 
easily definable, measuring less than two square miles. The Committee proposes that the boundaries be from 
Park Street on the South, to Birch Street on the North, Front Street on the East, and the Rail Trail to the 
Southwest—essentially the boundary of Downtown Shelton. ArtsWA requires that the district be uniquely 
branded with wayfinding and signage, so it’s important to optimize the size of the district. It’s also important to 
include Kneeland Park, Loop Field, the Library, and other potential venues, as well as the City’s two historic 
districts. 
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The red line indicates the proposed boundary of the District. The yellow stars indicate some (not all) current and 
future creative businesses, venues for arts activities, and organizational partners. The orange solid line 
indicates the future Cross-town Trail, and the orange dashed lines indicate a potential alignment for Phase Two 
of the trail. 
    
ANALYSIS/OPTIONS/ALTERNATIVES:  
The Council may approve the resolution, or alter it or the District boundaries, or reject it outright. 
   
BUDGET/FISCAL INFORMATION:  
There is no cost to starting an informal Creative District. A state-certified District must show an operating 
budget, much of which is in-kind contribution through the City or donations through regional partners. Once 
certified by ArtsWA, the District will be eligible for a start up operational grant of $10,000 and a capital grant of 
$50,000, in addition to other technical support and funding as offered by the state. 
 
PUBLIC INFORMATION REQUIREMENTS:  
Information is available from the City Clerk. 
 
STAFF RECOMMENDATION/MOTION:  
“I move to forward Resolution No. 1367-1224 to the January 21, 2025 meeting.”   



   

RESOLUTION NO. 1365-1224 
 

A RESOLUTION OF THE COUNCIL OF THE CITY OF SHELTON, WASHINGTON 
ESTABLISHING THE SHELTON CREATIVE DISTRICT 

 
 
WHEREAS, the City of Shelton is “the hub of Mason County’s creative economy”; and 
 
WHEREAS, the City has identified establishment of an Arts District as a goal for economic development 
since the 2015 Downtown Vision Plan; and 
 
WHEREAS, the State of Washington’s Arts Commission has a Certified Creative District Program which 
recognizes arts districts around the state; and 
 
WHEREAS, the State Creative District Certification brings with it opportunities for grant funding; and  
 
WHEREAS, the City of Shelton, the Downtown Merchants Association, Blue Zones, the Timberland 
Regional Library, and many other organizations, businesses, and individuals have contributed to 
development of the proposed Creative District; and 
 
WHEREAS, these partners have conducted design workshops, an artist forum, and a signature Arts Walk 
event in 2024; and 
 
WHEREAS, the City has provided significant financial support through staff time and the recent 
improvements to the Cota Street experience; and 
 
WHEREAS, the Council of the City of Shelton believes strongly in support for the District’s mission 
statement of “Providing Access to the Arts for All”; 
 
NOW THEREFORE, BE IT RESOLVED by the City Council of the City of Shelton, Washington, as follows: 
 

1. The City hereby expresses its continued support for the Organizing Committee’s efforts; and 
 

2. The City supports application for the ArtsWA Certified Creative District status; and 
 

3. The City establishes the boundaries of the Shelton Creative District as shown on Exhibit A; 
 
INTRODUCED on the 7th of January 2025 and PASSED by the City Council at its regular meeting on the 
21st of January 2025. 
 
                                                                          __________________________________ 
ATTEST:                                                                Mayor Onisko 
   
____________________________ 
City Clerk Nault  



   

 
Exhibit A: Creative District Boundaries 

 

 



Shelton 
Creative District

Updates to Council
January 7, 2025



What is a Creative District?

• Celebrates art and artisans
• Washington State Arts Commission 

certification
• $10,000 startup operating grant
• Up to $50,000 in capital project funding 

for small-scale projects
• Technical assistance, training, and 

networking
• No additional regulations required



Why make a Creative District?

• “Cota Street Arts District” from the 2015 Downtown Vision
• Selected as one of Blue Zones’ four Mason County projects
• Benefits (from ArtsWA):

• Promote your community’s creative identity

• Grow jobs in the creative sector

• Increase tourism and bring new visitors

• Attract artists, start-ups, and creative businesses

• Create opportunities for affordable housing. This may include live/work 
and maker spaces for artists.



Application Process

• Gather team
• Downtown business owners, arts 

community leaders, event organizers, 
community advocates

• Develop a plan
• Conduct outreach
• Apply for certification

• Application period opens July 1
• Begin activities



Partners
• Blue Zones:  $5,000 sponsorship, provided landscape 

architects (UrbsWorks) for charette, providing bike parking
• PUD3:  Installing power poles and guy wires for catenary lights
• Marmo Gallery:  Hosted charette, running event website
• Shelton Downtown Merchants & Shelton-Mason Chamber

Steering Team:    Contributors:

Amy Cooper  Isa Radojcic  Rachel Hansen Sid Becholdt 

Deidre Peterson Tiana Dunbar  Matthew Melendez Erica Adams

Julie Knott  Jae Hill  Glenhelen Smither  Pat Denny

Stephen Buettler  



Timeline

• 2015 - Downtown Vision Plan
• 2022, Fall - City Work Plan
• 2023, Summer - Blue Zones
• 2023, Fall - Began application 

process
• 2024, Spring – Steering 

Committee established

• 2024, Spring – Design charette
• 2024, Summer – Chewelah 

Conference
• 2024, Summer – Art Walk
• 2024, Fall – Artist Forum
• 2025, Winter – Application to be 

submitted!









Design Charette

• April 1, 2024 workshop
• City staff
• Business owners
• Arts enthusiasts
• Elected officials
• Blue Zones
• UrbsWorks (consultant)



Design Concepts

Lighting & Trees     Asphalt Art          Bike Parking            Wayfinding

Traffic Calming    Stormwater & Seating 



Temporary Improvements

From inspiration on April 
1 to built by July 27!



Art Walk 2024 - Outreach Event

• Shelton Art Walk
• Saturday 7/27/24
• 4pm to 10pm

• 50+ vendor booths
• 20+ local businesses
• Cota, 2nd, 3rd closures
• Live music & stage
• 3200+ attendees



Guiding Principles

Mission

Providing access to the arts for all.

Vision 

Downtown Shelton will be the hub of 
Mason County’s creative economy



Draft Goals

Artistic Empowerment: We believe in creating 
opportunities that empower artists to thrive creatively 

and economically, fostering a sustainable living wage for 
those who live, work, and showcase within the district.

Collaboration and Innovation: We foster collaboration 
across the five core disciplines—visual, literary, 

performing, culinary, and makers arts—encouraging 
innovation and creative exploration in every form.

Economic Growth Through Creativity: We recognize the 
arts as a vital engine for economic development, helping 

to transform our town into a dynamic, creative 
destination that benefits residents and visitors alike.

Community Connection: We are dedicated to 
strengthening the bond between artists and the 

community, making art accessible and engaging for all.

Sustainability and Heritage: We are committed to 
preserving the unique character and heritage of our 

town while promoting sustainable practices within the 
creative community.

Cultural Inclusivity: We celebrate diversity in all its 
forms, welcoming artists and audiences from varied 
backgrounds and perspectives to enrich the creative 

fabric of our district.

Accessibility: We strive to make art and cultural 
experiences available to all, regardless of economic, 

social, or physical barriers.



What’s Next?

Quarterly “Art Strolls” in Spring and Fall 2025

2nd Annual Art Walk – July 2025!



Conclusion

Jae Hill, AICP, CFM
Community & Economic Development Director

City of Shelton
jae.hill@sheltonwa.gov 

360-432-5176

mailto:jae.hill@sheltonwa.gov
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(Agenda Item G1) 

Touch Date: 12/27/2024 
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Department:     Community & Economic Development 
   
Presented By:  Jae Hill, Director 

 
  
APPROVED FOR COUNCIL PACKET: 

  PROGRAM/PROJECT TITLE: 
  Revising Permitted Uses 
 
  ATTACHMENTS:  
  - Ordinance No. 2025-0924   

 
Action Requested: 
 

X Ordinance 
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 Motion 

 Other 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head  JBH 

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

 
12/27/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION:   
The City’s Municipal Code contains a list of more than 100 permitted uses in Table 20.06.030 of the Zoning 
Code. The list includes a number of outdated uses such as “video tape sales and rentals” which no longer exist 
in town or uses which are so specific such as “Enameling or metal coating, galvanizing, electroplating” or “boat 
building” that they might exclude similar manufacturing or industrial uses. “Enterprises providing indoor 
entertainment and recreation” as a use could be so broad as to not having any meaning at all, with possible 
activities ranging from quiet mini-golf to moderately loud theatres to very loud indoor go-karting. 
 
Staff proposes reducing the list to a much more manageable set of general classifications, which correspond to 
the occupancy ratings of the International Building Code. In doing so, “Barber/beauty shop”, “Banks, other 
financial institutions”, “Medical and dental offices”, and other uses are all just classified as “Business”, while all 
the varieties of retail uses in the code-- Antique store, Convenience store, Florist, Gallery, General Merchandise 
store, Gift store, Hardware store, etc.—all just become “Mercantile” uses. 
 
Having such a narrowly described list prohibits anything that’s not very clearly on the list, which stifles 
innovation and can be a barrier to emerging industries. Staff are also often confronted with situations that aren’t 
clear—the recent opening of a record store (a Mercantile class occupancy) with a proposed recording studio (a 
Business occupancy) inside prompted questions about the recording studio not being a specifically allowed 
use, despite live music being performed at venues all throughout the downtown. Another proposed use, a 
flexible-use space which could be used as a market one day or event venue the next, doesn’t clearly meet any 
of the code definitions, despite there being a demand for such uses in the downtown area. 
 
Staff is also cleaning up the related table notes. There are 19 such notes below the table, and while several of 
them can be consolidated or removed, a few related to design standards in the Low-Intensity Commercial (LIC) 
Zoning District should be moved to the Design Review section of that Chapter, 20.09. 
 
Finally, though definitions of these broad occupancy classes are contained in the International Building Code, 
and related codes, Staff will add a section to 20.02, General Provisions and Administration, to clarify. 
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ANALYSIS/OPTIONS/ALTERNATIVES:  
The Council may adopt the ordinance as written, amend the ordinance, or reject this proposal. 
   
BUDGET/FISCAL INFORMATION:  
Enforcement of the ordinance would be performed by existing staff. These changes would slightly reduce staff 
time by simplifying approvals, while also encouraging new businesses, potentially increasing city revenues.   
 
PUBLIC INFORMATION REQUIREMENTS:  
Notice of Public Hearing was published in the Shelton Mason Journal on December 26, 2024  
 
The proposed ordinance constitutes changes to the City’s development regulations, which requires a 60-day 
review by the State Department of Commerce. Final action and adoption by Council cannot occur until at least 
March 7, 2025; the first available meeting after that date will be March 18, 2025. 
 
STAFF RECOMMENDATION/MOTION:  
“I move to place Ordinance No. 2025-0924 on the action agenda of the March 18, 2025 meeting.”   



 

ORDINANCE NO. 2025-0924 

AN ORDINANCE OF THE CITY OF SHELTON, WASHINGTON AMENDING CHAPTER 20.06 
OF THE SHELTON MUNICIPAL CODE RELATED TO PERMITTED USES 

 

WHEREAS, the development regulations in the Shelton Municipal Code (SMC) have 

historically separated uses by very specific classifications; and 

WHEREAS, among the more than one hundred enumerated uses, some are outdated 

based on old technologies, and some are not present in the community; and 

WHEREAS, some uses are so specific as to preclude innovative concepts or new 

emerging industries; and  

WHEREAS, the City Council desires to increase the economic vitality of the community 

by encouraging new businesses and easing their approval process; and 

WHEREAS, the City already regulates most uses by broad occupancy classifications, as 

described in the International Building Code, for building permit purposes, and can easily do the 

same for land use planning purposes; 

NOW THEREFORE, the City Council of the City of Shelton ordains as follows: 

Section 1. Table 20.06.030.B “Permitted and Conditional Land Uses (“y” Permitted, “n” Not 

Permitted, “cu” Conditional Use).” of the SMC and all associated table notes shall be repealed 

and replaced with a new Table 20.06.030.B and new table notes as follows: 

 

B. Permitted and Conditional Land Uses 

  ZONES: 

  NR AI1 PS MU ME CR-V CR-G DT GC CI I LI-C PR-A 

General Land Uses:              

Assembly  

(such as restaurants, churches, bars, 
meeting halls, theatres, etc.) 

NC3  CU Y N Y Y Y Y N N Y CU 

Business  NC3  CU Y N Y Y Y Y N N Y Y 



 

  ZONES: 

  NR AI1 PS MU ME CR-V CR-G DT GC CI I LI-C PR-A 

(such as professional services, doctor 
and dentist offices, escape rooms, etc.) 

Educational  

(such as schools, colleges, etc.) 
CU  Y N Y CU CU CU N N N CU CU 

Factory and Industrial  

(such as manufacturing, brewing, 
distilling, etc.) 

N   N N N N N A2 A2 Y Y N N 

High Hazard  

(such as fuel depots, explosives 
storage, etc.) 

N   N N N N N N N N Y N N 

Institutional  

(such as hospitals, nursing homes, etc.) 
N  CU N Y Y Y N N N N Y Y 

Mercantile/Retail  

(such as storefronts, galleries, etc.) 
NC3  N Y N Y Y Y Y N N Y Y 

Low-Density Residential: 1-4 Dwelling 
Units per lot, and Accessory Dwellings Y  N Y N Y Y N Y N N Y Y 

Medium-Density Residential: 5+ 
Dwelling Units per lot, Townhomes, 
Apartments, Condominiums 

PUD  N Y N Y Y Y8 Y8 N N Y CU 

Storage, indoor N   N N N N N N Y Y N CU N 

Storage, outdoor (no junk or salvage) N   N N N N N N N Y Y CU N 

Utility and Miscellaneous CU   Y CU CU CU CU CU CU CU CU CU N 

Restricted Land Uses:              

Group home Y  N Y N Y Y CU N N N Y Y 

Rooming house CU  Y Y Y Y CU Y CU N N N Y 

Day care center NC3  Y Y Y Y Y N N N N Y CU 

Drive-thru or drive-in business  

(such as restaurants, coffee shops, 
pharmacies, etc.) 

N  N Y4 Y Y4 Y4 Y5 Y Y Y N N 



 

  ZONES: 

  NR AI1 PS MU ME CR-V CR-G DT GC CI I LI-C PR-A 

Auto-oriented business  

(such as gas stations, carwash, repairs, 
sales, etc.) 

N  N Y4 Y N N CU5 Y Y Y N N 

Mineral extraction N  N N N N N N N Y Y N N 

Recreational vehicle park or 
campground CU  N CU N N N N CU N N N N 

Outdoor agriculture, not to include 
animals or grazing A  A N N N N N N N N N N 

Freighting and truck yards, warehousing N  N N N N N N N Y Y N N 

Bed and breakfast inns CU  N Y N Y Y Y N N N Y CU 

Sexually oriented business N   N N N N N N Y7 N N N N 

Marijuana producer, processor, and/or 
researcher, state-licensed N  N N N N N N N Y Y N N 

Marijuana retail outlet, state-licensed N  N N N N N N Y Y N N N 

Planned unit development, 
Chapter 20.32 Y  N Y Y Y Y Y Y Y Y Y N 

N = Not Permitted; Y = Permitted; CU = Conditional Use Permit Required; PUD = Planned Unit Development; A = 
Accessory Use; NC = Neighborhood Commercial District, see note 3 

1 Uses shall be in conformance with the Sanderson Field master plan and consistent with the functions and uses in-
tended within the land use district where the use is proposed. All proposed site improvements, buildings, and uses 
shall be in compliance with the airport overlay zoning regulations (Mason County Chapter 17.60, City of Shelton 
Chapter 20.70). 
2 “A” denotes Accessory to a Principal Use, such as a microbrewery with a mercantile or assembly component. 
3 “NC” denotes that a Conditional Use as part of a Neighborhood Commercial district, and subject to the Neighbor-
hood Commercial design review as well as the NC portion of the Conditional Use chapter. 
4  Allowed if within 300 feet of direct access (via on or off ramp) to a Washington State or United States highway. 
5 Allowed if parcel is located with frontage along First Street/Olympic Highway South. 
6 Allowed as a conditional use in the Downtown (DT) Zone on parcels south of Grove Street and east of Second 
Street. 
7 Subject to location limitations set forth in SMC 20.35.040. 
8 Multifamily dwelling units may only occupy the upper floor(s) of a commercial building. 

 

 

https://www.codepublishing.com/WA/Shelton/#!/Shelton20/Shelton2032.html
https://www.codepublishing.com/WA/Shelton/#!/Shelton20/Shelton2070.html
https://www.codepublishing.com/WA/Shelton/#!/Shelton20/Shelton2035.html


 

Section 2.  20.09.080.B shall be amended as follows: 

2. “Outdoor storage shall be permitted only as a conditional use and shall meet the standards of 

notes 15(a), (b), and (c) in the matrix at Table 20.06.030. All outdoor storage shall be screened 

from residential uses across Adams or Jefferson Streets, that lights shall be situated so as to 

not shine or reflect across Adams or Jefferson Streets, and hours of operation shall be limited 

from 8:00 a.m. to 6:00 p.m. 

Section 3. Section 20.09.080, related to design review standards in the Low Intensity-Commer-

cial (LI-C) Zoning District shall be amended as follows: 

G.    Design Review. All requirements of section 20.64.130 SMC for LI-C areas shall be satis-

fied. Design review is required to assure that size of the buildings do not project noise or activity 

which would disrupt the residential uses across Adams and Jefferson Streets, that landscaping 

reflects the protection of residential character of properties across Adams and Jefferson Streets, 

and that structures reflect the residential style (wood frame, pitched roofs with overhangs), ra-

ther than institutional style (flat roof, modular look) of development. 

Section 4. Section 20.02.078, describing the Occupancy Classifications, shall be added as 

follows: 

20.02.078 Occupancy Classifications. 

A. Occupancies. The City recognizes the occupancy classifications of the most recently adopted 

version of the International Building Code for the purposes of determining general land use 

categories. 

1. Assembly Occupancy: Used for gatherings of people, such as restaurants, theaters, 

nightclubs, churches, or auditoriums. 

2. Business Occupancy: Includes offices, banks, and outpatient medical offices, and 

professional services. 

3. Educational Occupancy: Refers to schools and educational institutions. 

4. Factory and Industrial Occupancy: For manufacturing and industrial processes. 

5. High Hazard Occupancy: Includes places with high fire or explosion risks. 

6. Institutional Occupancy: Used for hospitals, nursing homes, and similar facilities. 

7. Mercantile Occupancy: Includes retail stores and shops. 



 

B. Mixed Occupancy. When two or more occupancy classifications are located in the same 

structure, if the primary use and secondary uses are not physically separated by fire-rated walls, 

they must be calculated together under the more restrictive occupancy requirements; if meeting 

the physical separation requirements of the International Building Code, International Fire Code, 

and other applicable codes, then their areas may be calculated separately. 

Section 5. This Ordinance shall take effect five days after approval and publication, as required 

by law.  

Introduced to the City Council at its regular meeting on the 7th day of January 2025. Passed by 

the City Council at its regular meeting held on the 18th day of March 2025. 

 

                                                               _________________________________ 

 Mayor Eric Onisko 

 

 
ATTEST:   
 
 
____________________________ 
City Clerk Donna Nault  
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CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item G2) 

Touch Date: 12/17/2024 
Brief Date: 01/07/2025 
Action Date:  01/21/2025 

 

Department: Executive 
 
Presented By: Mark Ziegler 

 
  
APPROVED FOR COUNCIL PACKET: 

  PROGRAM/PROJECT TITLE: 
    Repeal Shelton Municipal Code     
    Chapter 5.32 For-Hire Vehicles 

 
  ATTACHMENTS:  
   Ordinance No. 2028-1224  

 

 
Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 Other 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head  

 

 
 

 
Finance Director  

 

 
 

 
Attorney 

 

 
 

 
City Clerk 

 

 
 

 
City Manager 

 
12/27/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION:  
Shelton Municipal Code Chapter 5.32 establishes the licensing requirements placed on taxis and for-hire 
vehicles in the City. This licensing requirement presents several administrative difficulties, it is time consuming, 
and difficult to manage. 
 
The Shelton Police Department uses an assigned Originating Agency Number (ORI) to send messages and 
exchange criminal justice information with other Law enforcement Agencies. A recent audit conducted by the 
Washington State Patrol for ACCESS certification requires a separate ORI for fingerprinting services for non-
criminal justice inquires as the current code requires for all licensed drivers. The Shelton Police Department will 
have to request an alternate ORI number to follow ACCESS protocol if we wish to continue for-hire licensing 
under SMC Chapter 5.32. 
 
It is inefficient for the Shelton Police Department to continue this licensing service as the limited revenue 
received does not substantiate the budgetary cost as it relates to personnel time involved to process these 
requests. Also, the Washington State Department of Licensing administers a licensing program for taxis and 
for-hire vehicles, meaning a city license is redundant, and local for-hire vehicles have been complying with the 
state licensing process.  

 
ANALYSIS/OPTIONS/ALTERNATIVES:  
N/A  
 
BUDGET/FISCAL INFORMATION: 
N/A  
 
PUBLIC INFORMATION REQUIREMENTS: 
Information is available from the City Clerk.  
 
STAFF RECOMMENDATION/MOTION:  
“I move to forward Ordinance No. 2028-1224 to the January 21st Council meeting for further consideration.” 



 

ORDINANCE NO. 2028-1224 

AN ORDINANCE OF THE CITY OF SHELTON, WASHINGTON, REPEALING CHAPTER 5.32 OF THE 
SHELTON MUNICPAL CODE RELATING TO LICENSING OF FOR-HIRE VEHICLES 

WHEREAS, Shelton Municipal Code Chapter 5.32 requires a city-issued license for for-hire 
vehicles and operators including taxis; and 

WHEREAS, Chapter 5.32 was adopted in 1989 and last amended in 2005; and  

WHEREAS, the licensing program is administered through multiple City departments including 
Police and Finance; and 

WHEREAS, the Washington State Department of Licensing requires a license for for-hire operators, 
and to obtain a license, operators must meet DOL requirements such as carrying minimum 
amounts of insurance; and 

WHEREAS, the public benefit of requiring a city-issued license for-hire vehicles is outweighed by 
the burden of administering the program.  

NOW THEREFORE, the City Council of the City of Shelton ordains as follows: 

Section 1. Chapter 5.32 of the Shelton Municipal Code, pertaining to for-hire vehicles, is repealed 
in its entirety. 

Severability.  If any section, subsection, paragraph, sentence, clause or phrase of this ordinance is 
declared unconstitutional or invalid for any reason, such invalidity shall not affect the validity or the 
effectiveness of the remaining portions of this ordinance.  

Effective Date. This ordinance shall take effect five days after its passage and publication. 

INTRODUCED the 7th day of January 2025 

Adopted by the City Council of the City of Shelton, Mason County, Washington at a regular open 
public meeting held the 21st day of January 2025. 

 

                                                               _________________________________ 
 Mayor Eric Onisko 
 
 
ATTEST:  
  
 
____________________________ 
City Clerk Donna Nault  
 



Council Briefing Form  Revised 07/01/2020 

 

CITY OF SHELTON  
COUNCIL BRIEFING REQUEST 

(Agenda Item H1) 

Touch Date: 12/27/2024 
Action Date: 01/07/2025  

Department:     Community & Economic Development 
   
Presented By:  Jae Hill, Director 

 
  
APPROVED FOR COUNCIL PACKET: 

  PROGRAM/PROJECT TITLE: 
  Contract Amendment 
 
  ATTACHMENTS:  
  - Resolution No. 1365-1224 
  - Contract Amendment No 1 
  - Original Contract for Services 
  - Scope of Work  

 
Action Requested: 
 

 Ordinance 

 Resolution 

 Motion 

 Other 
 

ROUTE TO: REVIEWED: 
 

 
 
Dept. Head  JBH 

 
 

 
Finance Director   

 
 

 
Attorney  

 
 

 
City Clerk  

 
 

 
City Manager 

 
12/27/24      

 
DESCRIPTION OF THE PROGRAM/PROJECT AND BACKGROUND INFORMATION:   
The City engaged SCJ Alliance to perform work necessary to prepare the City’s 2025 Comprehensive Plan 
Update, in a contract amount of $169,489, to be paid from a mix of $125,000 in State grant funds and the City’s 
general fund. In 2023, the State adopted HB 1181 which requires cities planning under the Growth 
Management Act to add a “Climate Element” to their Comprehensive Plans. The City was non-competitively 
awarded $150,000 in early 2024 to undertake this mandated work after contracting with the Washington State 
Department of Commerce. 
 
The City’s particular approach to the Climate Element is to focus on hazard resilience for the community, and to 
integrate hazard resilience into the other elements of the plan as well. SCJ will perform this work as part of the 
Comprehensive Plan Update, pursuant to the attached Scope of Work and the deadlines established by 
Commerce. The Climate Element will be complete by December 31, 2025, on the same timeline as the rest of 
the Comp Plan.    
ANALYSIS/OPTIONS/ALTERNATIVES:  
The Council may adopt the contract amendment, amend, or reject it outright. Without engaging a contract for 
services to complete the assigned work, the City would not be able to complete the mandated climate planning 
work and therefore would not be able to adopt—and the State would not certify—the 2025 Comprehensive 
Plan, which also puts the remaining $62,500 grant funding for the Comp Plan at risk.    
BUDGET/FISCAL INFORMATION:  
One hundred percent of the $150,000 authorized by the contract is provided by a grant from the Washington 
State Department of Commerce.    
PUBLIC INFORMATION REQUIREMENTS:  
Information is available from the City Clerk.  
STAFF RECOMMENDATION/MOTION:  
“I move to approve Resolution No. 1365-1224 as presented.”   



   

RESOLUTION NO. 1365-1224 
 

A RESOLUTION OF THE COUNCIL OF THE CITY OF SHELTON, WASHINGTON 
AUTHORIZING A CONTRACT AMENDMENT FOR COMPREHENSIVE PLANNING SERVICES 

 
 
WHEREAS, the City of Shelton’s (“City”) Community & Economic Development Department is required 
complete the periodic update of the City’s Comprehensive Plan (“Update”) as required by RCW 36A.70; 
and 
 
WHEREAS, the City contracted with Shea, Carr & Jewell, Inc., (“SCJ”), on September 5, 2023 to provide 
contract services to support the Update; and 
 
WHEREAS, the Washington State Legislature passed HB 1181, requiring inclusion of a Climate Element in 
the Update, and has awarded the City $150,000 in grant funds to; and  
 
WHEREAS, the original not-to-exceed amount of $169,489 did not anticipate this additional work or 
funding; 
 
NOW THEREFORE, BE IT RESOLVED by the City Council of the City of Shelton, Washington, as follows: 
 

1. The City hereby issues Amendment 1 to the original contract to add Exhibit D, an additional 
Scope of Work for climate and resilience planning; and, 
 

2.  The City adds an additional $150,000 to the contract for the work described in Exhibit D; and, 
 

3. The City Manager is authorized to sign the contract amendment. 
 
INTRODUCED on the 7th of January 2025 and PASSED by the City Council at its regular meeting on the 7th 
of January 2025. 
 
 
 
 
                                                                          __________________________________ 
ATTEST:                                                                Mayor Onisko 
 
   
____________________________  
City Clerk Nault  
 
 
 



City of Shelton 

Contract for Services 

Amendment No. 1 to Contract  

 

The City of Shelton desires to amend the agreement entered into with SCJ Alliance executed on 
September 5, 2023 and identified as Contract for Services. 

The City needs to modify the contract to allow for a higher contract limit to incorporate a body of work 
mandated by Washington State HB 1181, related to climate planning and hazard resilience.  The City has 
entered into a grant funding contract with the Washington State Department of Commerce to pay 
$150,000 toward integrating climate and hazard mitigation into the current Comprehensive Plan Update 
process, which is due to Commerce by December 31, 2025. 

All provisions in the basic agreement remain in effect except as expressly modified by this amendment 
as follows: 

Section 1. Scope of Services to be Performed by Consultant. The Consultant shall perform an 
update to the City of Shelton's Comprehensive Plan, as described in Exhibit "A", and to the 
Plan’s Climate Element as described in Exhibit “D”, both attached hereto and incorporated 
herein by this reference as if fully set forth in this contract. 

Section 6.  Compensation and Invoicing. The Consultant shall provide the services at a cost not 
to exceed $169,489.00 in accordance with Exhibit A, Scope of Work; the Consultant shall 
separately track and invoice for services provided with Exhibit D, Scope of Work, at a cost not to 
exceed $150,000. If additional task authorizations are issued, a new scope and budget will be 
requested. 

 

If you concur in this supplement and agree to the changes as slated above, please sign in the 
appropriate spaces below and return to this office for final action. 

 
 
           
Contractor Signature    City of Shelton 
 
           
Print Name and Title    Print Name and Title 
 
           
Date      Date 













Scott Sawyer, Principal















September 14, 2023

X

602 612 261

20-4834444

Scott Sawyer

Principal

Shea, Carr & Jewell, Inc. (dba SCJ Alliance)

8730 Tallon Lane NE, Suite 200, Lacey, WA 98516

360-352-1465

scott.sawyer@scjalliance.com





 
 
 
 
 
 
 
 

Exhibit D 
Scope of W ork 

20 25 Periodic Comprehensive Plan Update and EIS 
City of Shelton, W A 

Prepared For: Jae Hill, Community and Economic Development Director, City of Shelton 
 

Prepared By: Kirsten Peterson, Senior Project Manager 

Date Prepared: December 10, 2024 

Introduction: 
SCJ Alliance is pleased to present the following scope of work to support contract Amendment No. 1 for the City 
of Shelton 2025 Periodic Comprehensive Plan Update and EIS.  These services will support development of the 
City’s required Climate Resilience Element in response to the award of a Department of Commerce Climate 
Planning Grant, Contract #24-63610-159. 

Phase 6 Climate Planning—Resilience Sub- Element 

Ta sk 1 Initia te Project 

Complete the Initiate Project tasks described in the Department of Commerce Climate Planning 
Grant Contract, anticipated to include: 

• Form Climate Policy Advisory Team 
• Establish engagement strategy  

Ta sk 2 Explore Clima te Impa cts 

Complete the Explore Climate Impacts tasks described in the Department of Commerce Climate 
Planning Grant Contract, anticipated to include: 

• Identify community assets 
• Explore hazards and changes in the climate 
• Pair assets and hazards and describe exposure and consequences 
• Identify priority climate hazards 
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Ta sk 3 Audit Pla ns a nd Policies 

Complete the Audit Plans & Policies tasks described in the Department of Commerce Climate 
Planning Grant contract, anticipated to include: 

• Review existing Comprehensive Plan, Hazard Mitigation Plan and Relevant 
Infrastructure System Plans for climate gaps and opportunities 

• Determine next step; for each climate hazard identified in Task 3.1.4, complete Climate 
Workbook questionnaire 

Ta sk 4 Assess Vulnera bility a nd Risk 

Complete the Assess Vulnerability & Risk tasks described in the Department of Commerce 
Climate Planning Grant contract, anticipated to include: 

• Assess sensitivity of community assets 
• Assess adaptive capacity of community assets 
• Characterize vulnerability of community assets 
• Characterize risk of community assets (for medium/high vulnerability assets) 
• Decide course of action for identified risks 

Ta sk 5 Pursue Pa thwa ys 

Complete the Pursue Pathways tasks described in the Department of Commerce Climate 
Planning Grant contract, anticipated to include: 

• Adapt/expand existing goals where possible and develop new goals where needed 
• Adapt/expand existing policies where possible and develop new policies where needed 
• Identify policy co-benefits 

Ta sk 6 Integra te Goa ls a nd Policies 

Complete the Audit Plans & Policies tasks described in the Department of Commerce Climate 
Planning Grant contract, anticipated to include: 

• Review and finalize resilience goals and policies 
• Prepare ordinance and initiate 60-day Commerce review 
• Consult with partners and stakeholders 
• Conduct open house/public hearing before City Council 

Ta sk 7 Adoption Process 

Complete the Audit Plans & Policies tasks described in the Department of Commerce Climate 
Planning Grant contract, anticipated to include: 

• Steering Committee and City Council Meeting 
• Ordinance Adoption of Climate Resilience Sub-Element 
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Phase 6 Conditions and Assumptions 
1. The final scope of work will follow the Department of Commerce’s Climate Planning Grant contract with the 

City of Shelton.  Significant changes to the scope or deliverables initiated by the Department of Commerce 
may require adjustments to the schedule and/or budget. 

2. SCJ Alliance is flexible in completing this scope of work.  Minor changes and adjustments can be made upon 
request received in writing.  Changes may require an adjustment to the schedule and/or budget allocations. 

Phase 6 Deliverables 

• Climate Element Workbook (five in-progress updates and one final workbook) 
• Public Participation Plan—Environmental Justice Section 
• Draft Climate Element with Resilience Goals and Policies 
• Adopted Climate Element with Resilience Goals and Policies 

 

Budget 
This Amendment No. 1 scope of work will be completed on a time and materials basis, not to exceed $150,000. 
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