
 

Parks & Recreation Committee 
Agenda 

July 9, 2026, 4:00 p.m. 
SeaTac City Hall – City Council Chambers 

*Hybrid Meeting*  
 

Councilmembers: 
Caitlin Konya, Chair  
Mohamed Egal 
Bedria Abdullahi  
 
A quorum of the Council may be present. 
 
Staff Coordinator: Mary Tuttle, Parks & Recreation Director 
 
This meeting will be conducted in a hybrid format with in-person and remote options for public 
participation. The meeting will be broadcast on SeaTV Government Access Comcast Channel 21 
and live-streamed on the City’s website https://seatacwa.gov/seatvlive and click the “live” channel 
1 grey box. 
 
ITEM TOPIC PROCESS WHO TIME 
1 Call to Order  Chair 4:00 pm 
2 Roll Call of Committee 

Members 
Take Attendance Chair 2 min. 

4:00-4:02 
 3 Minutes of June 11, 

2026 
Approval of minutes Committee 3 min. 

4:02-4:05 
4 PUBLIC COMMENTS: The committee will hear in-person public 

comments and is also providing remote oral and written public 
comment opportunities. All comments shall be respectful in tone 
and content. Providing written comments and registering for oral 
comments must be done by 2:00 PM the day of the meeting. 
Registration is required for remote comments and encouraged 
for in-person comments. Any requests to speak or provide 
written public comments which are not submitted following the 
instructions provided or by the deadline will not be included as 
part of the record.  
• Instructions for providing remote oral public comments are 

located at the following link:  Council Committee and 
Citizen Advisory Committee Virtual Meetings. 

• Submit email/text public comments to 
PRpubliccomment@seatacwa.gov. The comment will be 
mentioned by name and subject and then placed in the 
committee handout packet posted to the website. 

Chair 10 min. 
4:05-4:15 

5 Human Services – 
Agreements Review & 
Presentation 

Review & Discussion – Referral to July 
28th RCM for Consent Agenda 

• State contract between the City of 
SeaTac and the Washington 
State Department of Social and 
Health Services (DSHS), Office of 
Refugee and Immigrant 
Assistance (ORIA) 

Erin Bryant-
Thomas, Human 
Services Manager; 
Miriam Maiteri, 
Human Services 
Coordinator  

20 min 
4:15-4:35 

https://cloud.castus.tv/vod/seatac?page=HOME
https://www.seatacwa.gov/home/showpublisheddocument?id=29226
https://www.seatacwa.gov/home/showpublisheddocument?id=29226
mailto:PRpubliccomment@seatacwa.gov


• Contract with Congolese 
Integration Network (CIN) 

• Hotel 1 Contract  
• Hotel 2 Contract 
• Ordinance 

 
 

7 Directors Update Information Only 
 

Mary Tuttle, Parks 
& Recreation 
Director 

5 min 
4:35-4:40 

 Adjourn    4:40 

 
 



  

 

 

Thursday, June 11, 2026 

4:00 PM 

 *Hybrid Meeting* 
City Council Chambers 

Commence: 4:00 PM 
Adjourn: 4:54 PM 

Members: Present Excused Unexcused 
Caitlin Konya, Chair                 
Mohamed Egal    
Bedria Abdullahi     
 
Staff Present: Mary Tuttle, Parks & Recreation Director; Larissa Arroyo, Administrative 
Assistant III,  

Others Present: Joe Vogel, Associate Director of Public Partnerships, KABOOM!; 
James Siegal, Senior Fellow, KABOOM!  

1. Call to Order Meeting was called to order at 4:00 PM by Chair Konya.   

2. Roll Call Roll call was taken.  See above. 

3. Approval of 
Minutes  

Minutes from the May 14 meeting were approved. 

4. Public Comment None. 

5. Kaboom 
Playground 
Replacement at 
McMicken Heights 
Park 

 
 

Review and Recommendation 

Mary Tuttle, Parks and Recreation Director, presented the proposed 
McMicken Park Playground Equipment Replacement Project and 
provided the Committee an update regarding concerns raised during 
the May 14th Committee meeting.  

Joe Vogel, Associate Director of Public Partnerships at KABOOM 
provided a review on the project’s scope including the budget and 
timeline. Joe provided further details on the Playspace Inequity 
Prioritization Index (PIPI).  McMicken Heights Park scored an overall of 

Parks and Recreation Committee 
Minutes 
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0.84 indicating there is opportunity to invest in building an adequate 
park. 

Few things to note: 

- SeaTac community will be able to engage in the design and 
planning process to ensure it meets the community needs. 

- Design process includes a site walk, a kid’s design session, 
and an adult planning meeting. 

- The project will cost a total of $865,000. The City’s contribution 
to the project’s cost is $499,600. KABOOM’s donation to the 
project is $365,400. 

- The total project cost for the replacement is in the current CIP 
as $694,260. 

Committee approved recommendation for Consent Agenda at 
future Council Meeting.  

6. Director’s Update Parks & Recreation Director Mary Tuttle gave the following updates: 
 

•  Family Bike Rodeo will be held at North SeaTac Park on June 
13, in partnership SeaTac BMX. 

• Aquatics team have been hired and onboarded. Monday, June 
19 will be the first day the lifeguards will be out at Angle Lake.  

• Youth and Teen BMX Bike programs completed their first week, 
in partnership with SeaTac BMX. 

• Camp enlistment is full; there are a lot of planned activities and 
trips for the kids to enjoy.  

• Parks & Recreation staff are working on their budget 
development.  

• Urban Forestry Program received a Re-Green the Green Grant 
of $50,000 – these supports repairing re-vegetation projects, 
improves/enhances water quality, repairing salmon habitats, and 
native vegetation. 

• PROS Plan consultants will be providing the Council an in-
person update at RCM on July 28th. 

• Recognizing Parks & Recreation staff for assisting in the FIFA 
sites activation, a special shout-out to Facilities and Parks 
Maintenance teams who have put in extra work to help.  
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 The meeting was adjourned at – 4:54 pm 



HUMAN SERVICES DIVISION

WA MIGRANT & 
ASYLUM-SEEKER SUPPORT
(WA MASS) PROJECT
SFY27 CONTRACTS

PARKS & RECREATION
COMMITTEE MEETING

JULY 9, 2026
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PURPOSE OF PRESENTATION

To present the SFY27 contracts for
the Washington Migrant and Asylum
Seeker Support (WA MASS) project
between:
 
1) The State and the City of
SeaTac, and 

2) The City Sub-Contractor &
Hoteliers

The presentation will update the
council on SeaTac's progress in
supporting asylum seekers,
specifically related to the $500,000
State grant.

WHY IS THIS ISSUE IMPORTANT?

1.Building Effective and Accountable
Government: Managing the grant and
implementing the WA MASS project
demonstrates the City's ability to deliver on
state-funded initiatives, ensuring transparency,
accountability, and responsiveness to community
needs, increasing community trust.

2.Creating and Preserving Housing: The project
directly addresses the critical need for housing
solutions, helping to provide stable living
conditions for asylum seekers while preserving
housing resources in the region. Ensuring access
for all to adequate, safe and affordable housing,
and basic human services. 

PRESENTATION OVERVIEW
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POTENTIAL COMMITTEE ACTION

ACTION REQUESTED:  
Recommend approval of the ordinance authorizing the City Manager to sign
contracts with Washington State, Congolese Integration Network, and the
identified hoteliers, and amending the 2025-2026 biennial budget on the
consent agenda for RCM on 7/28/26. 

STAFF RECOMMENDATION: 
Recommend approval of the ordinance authorizing the City Manager to sign
contracts with Washington State, Congolese Integration Network, and the
identified hoteliers, and amending the 2025-2026 biennial budget on the
consent agenda for RCM on 7/28/26. 

REVIEWS TO DATE: 
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PRESENTATION OVERVIEW
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 YEAR 2 – PROGRAM UPDATE

 ORDINANCE 

 CONTRACT # 1: Interlocal Agreement between DSHS and City of SeaTac 

           (WA MASS SFY27 Migrant Housing Services Contract)

 CONTRACT # 2: WA MASS SFY27 Congolese Integration Network Sub-Contract

 CONTRACT # 3: WA MASS SFY27 Hotel 1 Service Contract

 CONTRACT # 4: WA MASS SFY27 Hotel 2 Service Contract 



YEAR 2 - PROGRAM UPDATE 
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Year 2 Progress: WA MASS Program

 SeaTac’s Impact – SFY26 State Grant ($750,000)
 Provided emergency hotel shelter to over 114 asylum-seeking families
 Partnered with Congolese Integration Network for culturally responsive services
 Secured lodging through two local hotel partners offering safe, temporary housing
 Delivered essential wraparound services including meals, transportation,
interpretation, and case management
 Strengthened regional partnerships to expand support and advocacy

SeaTac continues to be a trusted leader in supporting asylum-seeking
communities.



ORDINANCE OVERVIEW
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 Authorizes the City Manager to:
Amend the Interlocal Agreement with ORIA for WA MASS SFY27
Execute contracts with the Congolese Integration Network and designated
hoteliers for the provision of Migrant Housing Services
Extend the temporary limited term Human Services Coordinator position
Amend the City’s 2025-2026 biennial budget



CONTRACT # 1 – INTERLOCAL AGREEMENT w/ STATE
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Interlocal Agreement (ILA) between the State of WA Department of Social and
Health Services (DSHS) and the City of SeaTac, renewing the WA MASS Project
for SFY27 and allowing the City to continue providing Migrant Housing Services.



PROGRAM SCOPE 

What is SeaTac’s role in the WA MASS project in SFY27? 

Provide short-term emergency housing and housing navigation services to
eligible households from August 2026 – June 2027.

Referred participants will receive up to 30-days of emergency shelter then
transition to stable housing. They will also be connected to case management
and legal services through project partners.

8

HUB
REFFERAL

Migrant
Housing

legal
services

case
management

PROJECT
EXIT

CITY OF SEATAC
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FINANCIAL BREAKDOWN
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SFY 27 Allocation $500,000

Direct Housing Assistance $350,000

Sub-Contractor $60,000

City of SeaTac $90,000



CONTRACT #1 – DSHS - ORIA
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 Contract continues the City's current WA MASS program structure with CIN
serving as a lead service provider & sub-recipient
 Scope: Intake, case management, referrals, interpretation, transportation 
 Amount: $500,000
 Term: August 17, 2026 – June 30, 2027



CONTRACT #2 – CONGOLESE INTEGRATION NETWORK
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 Contract continues the City's current WA MASS program structure with CIN
serving as a lead service provider & sub-recipient
 Scope: Intake, housing case management, referrals, interpretation,
transportation 
 Amount: $60,000
 Term: August 17, 2026 – June 30, 2027



CONTRACT #3 – HOTEL 1
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 Purpose: Emergency lodging for asylum seekers
 Term: August 17, 2026 – June 30, 2027
 Total contract will not exceed $350,000
 Monthly costs for hotel stays may not exceed $4,263 per unit
 Location: Confidential



CONTRACT #4 – HOTEL 2
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 Purpose: Overflow capacity and geographic flexibility
 Similar scope to Hotel 1
 Term: August 17, 2025 – June 30, 2026
 Total contract will not exceed $350,000
 Monthly costs for hotel stays may not exceed $4,263 per unit
 Location: Confidential



POTENTIAL COMMITTEE ACTION

COUNCIL ACTION REQUESTED:  
Recommend approval of the ordinance authorizing the City Manager to sign
contracts with Washington State, Congolese Integration Network, and the
identified hoteliers, and amending the 2025-2026 biennial budget on the
consent agenda for RCM on 7/28/26. 

STAFF RECOMMENDATION: 
Recommend approval of the ordinance authorizing the City Manager to sign
contracts with Washington State, Congolese Integration Network, and the
identified hoteliers, and amending the 2025-2026 biennial budget on the
consent agenda for RCM on 7/28/26. 

REVIEWS TO DATE: 
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QUESTIONS

Erin Bryant-Thomas
Human Services Manager
ethomas@seatacwa.gov 

Miriam Maiteri
Human Services Coordinator

mmaiteri@seatacwa.gov 

15

mailto:ethomas@seatacwa.gov
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DSHS Central Contracts & Legal Services 
6015LF Custom Interlocal Agreement (7-10-2024)  Page 1 

 

INTERLOCAL AGREEMENT 

WA MASS Migrant Housing  

 
DSHS Agreement Number: 
2664-70662 

 

This Agreement is by and between the State of Washington Department 
of Social and Health Services (DSHS) and the Contractor identified 
below, and is issued pursuant to the Interlocal Cooperation Act, chapter 
39.34 RCW.

Program Contract Number: 
  
Contractor Contract Number: 
      

CONTRACTOR NAME 
 
City of SeaTac 

CONTRACTOR doing business as (DBA) 
 
  

CONTRACTOR ADDRESS 
 
4800 South 188th Street 
SeaTac, WA  98188 

WASHINGTON UNIFORM 
BUSINESS IDENTIFIER (UBI) 
 
601-211-609 

DSHS INDEX NUMBER  
 
 
151252 

CONTRACTOR CONTACT  
 
Erin Bryant-Thomas 

CONTRACTOR TELEPHONE 
 
(206) 973-4831 

CONTRACTOR FAX 
 
  

CONTRACTOR E-MAIL ADDRESS 
 
ethomas@seatacwa.gov 

DSHS ADMINISTRATION 
 
Economic Services 
Administration 

DSHS DIVISION 
 
Office of Refugee and Immigrant Assistance 

DSHS CONTRACT CODE 
 
3000LC-64 

DSHS CONTACT NAME AND TITLE  
 
Asadullah Mohammadi 
PAM Project Manager 

DSHS CONTACT ADDRESS 
 
9650 15th Ave SW 200 Seattle 
 
Satsop, WA  98106 

DSHS CONTACT TELEPHONE  
 
Click here to enter text. 

DSHS CONTACT FAX 
 
Click here to enter text. 

DSHS CONTACT E-MAIL ADDRESS 
 
asadullah.mohammadi@dshs.wa.gov 

IS THE CONTRACTOR A SUBRECIPIENT FOR PURPOSES OF THIS CONTRACT? 
 
No 

ASSISTANCE LISTING NUMBER(S) 
 
  

AGREEMENT START DATE 
 
08/17/2026 

AGREEMENT END DATE 
 
06/30/2027 

MAXIMUM AGREEMENT AMOUNT 
 
$500,000.00 

EXHIBITS.  The following Exhibits are attached and are incorporated into this Agreement by reference: 
 Exhibits (specify): Exhibit A - Data Security Requirements       
 No Exhibits. 

The terms and conditions of this Agreement are an integration and representation of the final, entire and exclusive 
understanding between the parties superseding and merging all previous agreements, writings, and communications, oral 
or otherwise regarding the subject matter of this Agreement, between the parties.  The parties signing below represent 
they have read and understand this Agreement, and have the authority to execute this Agreement.  This Agreement shall 
be binding on DSHS only upon signature by DSHS.   
CONTRACTOR SIGNATURE 
   

PRINTED NAME AND TITLE 
 
      

DATE SIGNED 
 

DSHS SIGNATURE 
   

PRINTED NAME AND TITLE 
 
      

DATE SIGNED 
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1. Definitions. The words and phrases listed below, as used in this Contract, shall each have the 
following definitions: 

a. “Central Contracts and Legal Services” means the DSHS central headquarters contracting office, or 
successor section or office. 

b. “Confidential Information” or “Data” means information that is exempt from disclosure to the public 
or other unauthorized persons under RCW 42.56 or other federal or state laws. Confidential 
Information includes, but is not limited to, Personal Information. 

c. “Contract” or “Agreement” means the entire written agreement between DSHS and the Contractor, 
including any Exhibits, documents, or materials incorporated by reference. The parties may execute 
this contract in multiple counterparts, each of which is deemed an original and all of which 
constitute only one agreement. E-mail or Facsimile transmission of a signed copy of this contract 
shall be the same as delivery of an original. 

d. “CCLS Chief” means the manager, or successor, of Central Contracts and Legal Services or 
successor section or office. 

e. “Contractor” means the individual or entity performing services pursuant to this Contract and 
includes the Contractor’s owners, members, officers, directors, partners, employees, and/or agents, 
unless otherwise stated in this Contract. For purposes of any permitted Subcontract, “Contractor” 
includes any Subcontractor and its owners, members, officers, directors, partners, employees, 
and/or agents. 

f. “Debarment” means an action taken by a Federal agency or official to exclude a person or business 
entity from participating in transactions involving certain federal funds. 

g. “DSHS” or the “Department” means the state of Washington Department of Social and Health 
Services and its employees and authorized agents. 

h. “Encrypt” means to encode Confidential Information into a format that can only be read by those 
possessing a “key;” a password, digital certificate or other mechanism available only to authorized 
users.  Encryption must use a key length of at least 256 bits for symmetric keys, or 2048 bits for 
asymmetric keys.  When a symmetric key is used, the Advanced Encryption Standard (AES) must 
be used if available. 

i. “Personal Information” means information identifiable to any person, including, but not limited to, 
information that relates to a person’s name, health, finances, education, business, use or receipt of 
governmental services or other activities, addresses, telephone numbers, Social Security Numbers, 
driver license numbers, other identifying numbers, and any financial identifiers. 

j. “Physically Secure” means that access is restricted through physical means to authorized 
individuals only. 

k. “Program Agreement” means an agreement between the Contractor and DSHS containing special 
terms and conditions, including a statement of work to be performed by the Contractor and payment 
to be made by DSHS. 

l. “RCW” means the Revised Code of Washington. All references in this Contract to RCW chapters or 
sections shall include any successor, amended, or replacement statute. Pertinent RCW chapters 
can be accessed at http://apps.leg.wa.gov/rcw/. 
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m. “Regulation” means any federal, state, or local regulation, rule, or ordinance. 

n. “Secured Area” means an area to which only authorized representatives of the entity possessing 
the Confidential Information have access.  Secured Areas may include buildings, rooms or locked 
storage containers (such as a filing cabinet) within a room, as long as access to the Confidential 
Information is not available to unauthorized personnel. 

o. “Subcontract” means any separate agreement or contract between the Contractor and an individual 
or entity (“Subcontractor”) to perform all or a portion of the duties and obligations that the Contractor 
is obligated to perform pursuant to this Contract.  

p. “Tracking” means a record keeping system that identifies when the sender begins delivery of 
Confidential Information to the authorized and intended recipient, and when the sender receives 
confirmation of delivery from the authorized and intended recipient of Confidential Information.   

q. “Trusted Systems” include only the following methods of physical delivery: (1) hand-delivery by a 
person authorized to have access to the Confidential Information with written acknowledgement of 
receipt; (2) United States Postal Service (“USPS”) first class mail, or USPS delivery services that 
include Tracking, such as Certified Mail, Express Mail or Registered Mail; (3) commercial delivery 
services (e.g. FedEx, UPS, DHL) which offer tracking and receipt confirmation; and (4) the 
Washington State Campus mail system.  For electronic transmission, the Washington State 
Governmental Network (SGN) is a Trusted System for communications within that Network.   

r. “WAC” means the Washington Administrative Code. All references in this Contract to WAC 
chapters or sections shall include any successor, amended, or replacement regulation. Pertinent 
WAC chapters or sections can be accessed at http://apps.leg.wa.gov/wac/. 

2. Amendment. This Contract may only be modified by a written amendment signed by both parties. Only 
personnel authorized to bind each of the parties may sign an amendment. 

3. Assignment. The Contractor shall not assign this Contract or any Program Agreement to a third party 
without the prior written consent of DSHS. 

4. Billing Limitations. 

a. DSHS shall pay the Contractor only for authorized services provided in accordance with this 
Contract.  

b. DSHS shall not pay any claims for payment for services submitted more than twelve (12) months 
after the calendar month in which the services were performed. 

c. The Contractor shall not bill and DSHS shall not pay for services performed under this Contract, if 
the Contractor has charged or will charge another agency of the state of Washington or any other 
party for the same services. 

5. Compliance with Applicable Law and Washington State Requirements. 

a. Applicable Law. Throughout the performance of this Agreement, Contractor shall comply with all 
federal, state, and local laws, regulations, and executive orders to the extent they are applicable to 
this Agreement. 

b. Civil Rights and Nondiscrimination. Contractor shall comply with all federal and state civil rights 
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and nondiscrimination laws, regulations, and executive orders to the extent they are applicable to 
this Agreement, including, but not limited to, and as amended, Titles VI and VII of the Civil Rights 
Act of 1964; Sections 503 and 504 of the Rehabilitation Act of 1973; the Americans with Disabilities 
Act (ADA); Executive Order 11246; the Health Insurance Portability and Accountability Act  of 1996 
(HIPAA); the Age Discrimination in Employment Act of 1967, the Age Discrimination Act of 1975, 
the Vietnam Era Veterans’ Readjustment Assistance Act of 1974, and Chapter 49.60 of the Revised 
Code of Washington, Washington’s Law Against Discrimination. These laws, regulations and 
executive orders are incorporated by reference herein to the extent that they are applicable to the 
Contract and required by law to be so incorporated. 

In the event of the Contractor’s noncompliance or refusal to comply with any applicable 
nondiscrimination laws, regulations, and executive orders, this Agreement may be rescinded, 
canceled, or terminated in whole or in part. 

c. Nondiscrimination. 

(1) Nondiscrimination Requirement. During the term of this Contract, Contractor, including any 
subcontractor, shall not discriminate on the bases enumerated at RCW 49.60.530(3). In 
addition, Contractor, including any subcontractor, shall give written notice of this 
nondiscrimination requirement to any labor organizations with which Contractor, or 
subcontractor, has a collective bargaining or other agreement. 

(2) Obligation to Cooperate. Contractor, including any subcontractor, shall cooperate and comply 
with any Washington state agency investigation regarding any allegation that Contractor, 
including any subcontractor, has engaged in discrimination prohibited by this Contract pursuant 
to RCW 49.60.530(3). 

d. Certification Regarding Russian Government Contracts and/or Investments. The Contractor, 
by signature to this Contract, certifies that the Contractor is not presently an agency of the Russian 
government, an entity which is Russian-state owned to any extent, or an entity sanctioned by the 
United States government in response to Russia’s invasion of Ukraine. The Contractor also agrees 
to include the above certification in any and all Subcontracts into which it enters. The Contractor 
shall immediately notify DSHS if, during the term of this Contract, Contractor no longer complies 
with this certification. DSHS may immediately terminate this Contract by providing Contractor 
written notice if Contractor does not comply with this certification during the term hereof. This is a 
requirement under Directive of the Governor 22-03. 

e. Reporting Certain Requests from the Federal Government or Law Enforcement Entities. 
Contractor shall report to DSHS, within 24 hours, all non-routine requests from a law enforcement 
authority or federal agency for any of the following: (i) health care information, as defined in RCW 
70.02.010, (ii) program eligibility information for individuals, or (iii) information that may identify a 
health care provider’s or facilities delivery of health care services to noncitizens, or delivery of 
protected health care services as defined in RCW 7.115.010 (gender affirming treatment and 
reproductive health care services that are lawful in the state of Washington). This is a requirement 
under Chapter 424, Laws of 2025. 

Examples of non-routine requests include surveys, requests for disclosure, subpoenas, and other 
mechanisms for obtaining data or information. Additionally, search warrants or other requests for 
disclosure are considered non-routine if they expressly seek data or information about services to 
noncitizens, gender affirming services, or reproductive health care services.  

6. Confidentiality.  
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a. The Contractor shall not use, publish, transfer, sell or otherwise disclose any Confidential 
Information gained by reason of this Contract for any purpose that is not directly connected with 
Contractor’s performance of the services contemplated hereunder, except: 

(1) as provided by law; or,  

(2) in the case of Personal Information, with the prior written consent of the person or personal 
representative of the person who is the subject of the Personal Information.  

b. The Contractor shall protect and maintain all Confidential Information gained by reason of this 
Contract against unauthorized use, access, disclosure, modification or loss. This duty requires the 
Contractor to employ reasonable security measures, which include restricting access to the 
Confidential Information by: 

(1) Allowing access only to staff that have an authorized business requirement to view the 
Confidential Information. 

(2) Physically Securing any computers, documents, or other media containing the Confidential 
Information. 

(3) Ensure the security of Confidential Information transmitted via fax (facsimile) by: 

(a) Verifying the recipient phone number to prevent accidental transmittal of Confidential 
Information to unauthorized persons. 

(b) Communicating with the intended recipient before transmission to ensure that the fax will be 
received only by an authorized person. 

(c) Verifying after transmittal that the fax was received by the intended recipient. 

(4) When transporting six (6) or more records containing Confidential Information, outside a 
Secured Area, do one or more of the following as appropriate: 

(a) Use a Trusted System. 

(b) Encrypt the Confidential Information, including: 

i. Encrypting email and/or email attachments which contain the Confidential Information. 
ii. Encrypting Confidential Information when it is stored on portable devices or media, 

including but not limited to laptop computers and flash memory devices. 

Note:  If the DSHS Data Security Requirements Exhibit is attached to this contract, this 
item, 6.b.(4), is superseded by the language contained in the Exhibit. 

(5) Send paper documents containing Confidential Information via a Trusted System. 

(6) Following the requirements of the DSHS Data Security Requirements Exhibit, if attached to this 
contract.   

c. Upon request by DSHS, at the end of the Contract term, or when no longer needed, Confidential 
Information shall be returned to DSHS or Contractor shall certify in writing that they employed a 
DSHS approved method to destroy the information.  Contractor may obtain information regarding 
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approved destruction methods from the DSHS Contact identified on the cover page of this Contract. 

d. Paper documents with Confidential Information may be recycled through a contracted firm, provided 
the contract with the recycler specifies that the confidentiality of information will be protected, and 
the information destroyed through the recycling process. Paper documents containing Confidential 
Information requiring special handling (e.g. protected health information) must be destroyed on-site 
through shredding, pulping, or incineration. 

e. Notification of Compromise or Potential Compromise. The compromise or potential compromise of 
Confidential Information must be reported to the DSHS Contact designated on the contract within 
one (1) business day of discovery.  Contractor must also take actions to mitigate the risk of loss and 
comply with any notification or other requirements imposed by law or DSHS. 

7. Digital Accessibility. If this Contract includes the acquisition, procurement, development, modification 
or enhancement of public-facing digital content or tools; including websites, applications, and media 
(Covered Technology), the following requirements shall apply: 

a. All Covered Technology under this Contract must meet Level AA compliances with Web Content 
Accessibility Guidelines (WCAG) 2.2. 

b. Contractor shall validate compliance with this requirement through either a third-party accessibility 
validation report, a Vendor Product Accessibility Template (VPAT), or compliance review 
documentation.  

c. Should the Covered Technology under this Contract fails to meet the required compliance level, the 
Contractor shall submit a remediation plan addressing all issues identified to the DSHS Contact 
identified on the cover page of this Contract. DSHS may immediately terminate this Contract by 
providing the Contractor written notice if the Contractor fails to timely remediate all issues identified.  

8. Debarment Certification. The Contractor, by signature to this Contract, certifies that the Contractor is 
not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded 
by any Federal department or agency from participating in transactions (Debarred). The Contractor also 
agrees to include the above requirement in any and all Subcontracts into which it enters. The 
Contractor shall immediately notify DSHS if, during the term of this Contract, Contractor becomes 
Debarred.  DSHS may immediately terminate this Contract by providing Contractor written notice if 
Contractor becomes Debarred during the term hereof. 

9. E-Signature and Records. An electronic signature or electronic record of this Contract or any other 
ancillary agreement shall be deemed to have the same legal effect as delivery of an original executed 
copy of this Contract or such other ancillary agreement for all purposes. 

10. Governing Law and Venue. This Contract shall be construed and interpreted in accordance with the 
laws of the state of Washington and the venue of any action brought hereunder shall be in Superior 
Court for Thurston County. 

11. Independent Contractor. The parties intend that an independent contractor relationship will be created 
by this Contract. The Contractor and his or her employees or agents performing under this Contract are 
not employees or agents of the Department. The Contractor, his or her employees, or agents 
performing under this Contract will not hold himself/herself out as, nor claim to be, an officer or 
employee of the Department by reason hereof, nor will the Contractor, his or her employees, or agent 
make any claim of right, privilege or benefit that would accrue to such officer or employee. 
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12. Inspection. The Contractor shall, at no cost, provide DSHS and the Office of the State Auditor with 
reasonable access to Contractor’s place of business, Contractor’s records, and DSHS client records, 
wherever located. These inspection rights are intended to allow DSHS and the Office of the State 
Auditor to monitor, audit, and evaluate the Contractor’s performance and compliance with applicable 
laws, regulations, and these Contract terms. These inspection rights shall survive for six (6) years 
following this Contract’s termination or expiration. 

13. Maintenance of Records. The Contractor shall maintain records relating to this Contract and the 
performance of the services described herein. The records include, but are not limited to, accounting 
procedures and practices, which sufficiently and properly reflect all direct and indirect costs of any 
nature expended in the performance of this Contract. All records and other material relevant to this 
Contract shall be retained for six (6) years after expiration or termination of this Contract. 

Without agreeing that litigation or claims are legally authorized, if any litigation, claim, or audit is started 
before the expiration of the six (6) year period, the records shall be retained until all litigation, claims, or 
audit findings involving the records have been resolved. 

14. Order of Precedence. In the event of any inconsistency or conflict between the General Terms and 
Conditions and the Special Terms and Conditions of this Contract or any Program Agreement, the 
inconsistency or conflict shall be resolved by giving precedence to these General Terms and 
Conditions. Terms or conditions that are more restrictive, specific, or particular than those contained in 
the General Terms and Conditions shall not be construed as being inconsistent or in conflict. 

15. Severability. If any term or condition of this Contract is held invalid by any court, the remainder of the 
Contract remains valid and in full force and effect. 

16. Survivability. The terms and conditions contained in this Contract or any Program Agreement which, 
by their sense and context, are intended to survive the expiration or termination of the particular 
agreement shall survive. Surviving terms include, but are not limited to: Billing Limitations; 
Confidentiality, Disputes; Indemnification and Hold Harmless, Inspection, Maintenance of Records, 
Notice of Overpayment, Ownership of Material, Termination for Default, Termination Procedure, and 
Treatment of Property. 

17. Contract Renegotiation, Suspension, or Termination Due to Change in Funding. 

If the funds DSHS relied upon to establish this Contract or Program Agreement are withdrawn, reduced 
or limited, or if additional or modified conditions are placed on such funding, after the effective date of 
this contract but prior to the normal completion of this Contract or Program Agreement: 

a. At DSHS’s discretion, the Contract or Program Agreement may be renegotiated under the revised 
funding conditions. 

b. At DSHS’s discretion, DSHS may give notice to Contractor to suspend performance when DSHS 
determines that there is reasonable likelihood that the funding insufficiency may be resolved in a 
timeframe that would allow Contractor’s performance to be resumed prior to the normal completion 
date of this contract. 

(1) During the period of suspension of performance, each party will inform the other of any 
conditions that may reasonably affect the potential for resumption of performance. 

(2) When DSHS determines that the funding insufficiency is resolved, it will give Contractor written 
notice to resume performance.  Upon the receipt of this notice, Contractor will provide written 
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notice to DSHS informing DSHS whether it can resume performance and, if so, the date of 
resumption.  For purposes of this subsubsection, “written notice” may include email. 

(3) If the Contractor’s proposed resumption date is not acceptable to DSHS and an acceptable date 
cannot be negotiated, DSHS may terminate the contract by giving written notice to Contractor.  
The parties agree that the Contract will be terminated retroactive to the date of the notice of 
suspension.  DSHS shall be liable only for payment in accordance with the terms of this 
Contract for services rendered prior to the retroactive date of termination. 

c. DSHS may immediately terminate this Contract by providing written notice to the Contractor.  The 
termination shall be effective on the date specified in the termination notice.  DSHS shall be liable 
only for payment in accordance with the terms of this Contract for services rendered prior to the 
effective date of termination.  No penalty shall accrue to DSHS in the event the termination option in 
this section is exercised. 

18. Waiver. Waiver of any breach or default on any occasion shall not be deemed to be a waiver of any 
subsequent breach or default. Any waiver shall not be construed to be a modification of the terms and 
conditions of this Contract. Only the CCLS Chief or designee has the authority to waive any term or 
condition of this Contract on behalf of DSHS. 

Additional General Terms and Conditions – Interlocal Agreements: 

19. Disputes.  Both DSHS and the Contractor (“Parties”) agree to work in good faith to resolve all conflicts 
at the lowest level possible.  However, if the Parties are not able to promptly and efficiently resolve, 
through direct informal contact, any dispute concerning the interpretation, application, or 
implementation of any section of this Agreement, either Party may reduce its description of the dispute 
in writing, and deliver it to the other Party for consideration. Once received, the assigned managers or 
designees of each Party will work to informally and amicably resolve the issue within five (5) business 
days. If managers or designees are unable to come to a mutually acceptable decision within five (5) 
business days, they may agree to issue an extension to allow for more time. 

If the dispute cannot be resolved by the managers or designees, the issue will be referred through each 
Agency’s respective operational protocols, to the Secretary of DSHS (“Secretary”) and the Contractor’s 
Agency Head (“Agency Head”) or their deputies or designated delegates. Both Parties will be 
responsible for submitting all relevant documentation, along with a short statement as to how they 
believe the dispute should be settled, to the Secretary and Agency Head.  

Upon receipt of the referral and relevant documentation, the Secretary and Agency Head will confer to 
consider the potential options of resolution, and to arrive at a decision within fifteen (15) business days. 
The Secretary and Agency Head may appoint a review team, a facilitator, or both, to assist in the 
resolution of the dispute.  If the Secretary and Agency Head are unable to come to a mutually 
acceptable decision within fifteen (15) business days, they may agree to issue an extension to allow for 
more time.  

The final decision will be put in writing, and will be signed by both the Secretary and Agency Head. If 
the Agreement is active at the time of resolution, the Parties will execute an amendment or change 
order to incorporate the final decision into the Agreement. The decision will be final and binding as to 
the matter reviewed and the dispute shall be settled in accordance with the terms of the decision. 

If the Secretary and Agency Head are unable to come to a mutually acceptable decision, the Parties 
will request intervention by the Governor, per RCW 43.17.330, in which case the governor shall employ 
whatever dispute resolution methods that the governor deems appropriate in resolving the dispute. 
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Both Parties agree that, the existence of a dispute notwithstanding, the Parties will continue without 
delay to carry out all respective responsibilities under this Agreement that are not affected by the 
dispute. 

20. Hold Harmless. 

a. The Contractor shall be responsible for and shall hold DSHS harmless from all claims, loss, liability, 
damages, or fines arising out of or relating to the Contractor’s, or any Subcontractor’s, performance 
or failure to perform this Agreement, or the acts or omissions of the Contractor or any 
Subcontractor.  DSHS shall be responsible for and shall hold the Contractor harmless from all 
claims, loss, liability, damages, or fines arising out of or relating to DSHS’ performance or failure to 
perform this Agreement. 

b. The Contractor waives its immunity under Title 51 RCW to the extent it is required to indemnify, 
defend, and hold harmless the State and its agencies, officials, agents, or employees. 

21. Ownership of Material. Material created by the Contractor and paid for by DSHS as a part of this 
Contract shall be owned by DSHS and shall be “work made for hire” as defined by Title 17 USCA, 
Section 101. This material includes, but is not limited to: books; computer programs; documents; films; 
pamphlets; reports; sound reproductions; studies; surveys; tapes; and/or training materials.  Material 
which the Contractor uses to perform the Contract but is not created for or paid for by DSHS is owned 
by the Contractor and is not “work made for hire”; however, DSHS shall have a perpetual license to use 
this material for DSHS internal purposes at no charge to DSHS, provided that such license shall be 
limited to the extent which the Contractor has a right to grant such a license. 

22. Subrecipients. 

a. General.  If the Contractor is a subrecipient of federal awards as defined by 2 CFR Part 200 and 
this Agreement, the Contractor shall: 

(1) Maintain records that identify, in its accounts, all federal awards received and expended and the 
federal programs under which they were received, by Assistance Listing Numbers (ALN) title 
and number, award number and year, name of the federal agency, and name of the pass-
through entity; 

(2) Maintain internal controls that provide reasonable assurance that the Contractor is managing 
federal awards in compliance with laws, regulations, and provisions of contracts or grant 
agreements that could have a material effect on each of its federal programs; 

(3) Prepare appropriate financial statements, including a schedule of expenditures of federal 
awards; 

(4) Incorporate 2 CFR Part 200, Subpart F audit requirements into all agreements between the 
Contractor and its Subcontractors who are subrecipients; 

(5) Comply with the applicable requirements of 2 CFR Part 200, including any future amendments 
to 2 CFR Part 200, and any successor or replacement Office of Management and Budget 
(OMB) Circular or regulation; and 

(6) Comply with the Omnibus Crime Control and Safe streets Act of 1968, Title VI of the Civil Rights 
Act of 1964, Section 504 of the Rehabilitation Act of 1973, Title II of the Americans with 
Disabilities Act of 1990, Title IX of the Education Amendments of 1972, The Age Discrimination 
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Act of 1975, and The Department of Justice Non-Discrimination Regulations, 28 C.F.R. Part 42, 
Subparts C.D.E. and G, and 28 C.F.R. Part 35 and 39. (Go to 
https://ojp.gov/about/offices/ocr.htm for additional information and access to the aforementioned 
Federal laws and regulations.) 

b. Single Audit Act Compliance.  If the Contractor is a subrecipient and expends $1,000,000 or more 
in federal awards from any and/or all sources in any fiscal year, the Contractor shall procure and 
pay for a single audit or a program-specific audit for that fiscal year.  Upon completion of each audit, 
the Contractor shall: 

(1) Submit to the DSHS contact person the data collection form and reporting package specified in 
2 CFR Part 200, Subpart F, reports required by the program-specific audit guide (if applicable), 
and a copy of any management letters issued by the auditor; 

(2) Follow-up and develop corrective action for all audit findings; in accordance with 2 CFR Part 
200, Subpart F; prepare a “Summary Schedule of Prior Audit Findings” reporting the status of all 
audit findings included in the prior audit's schedule of findings and questioned costs. 

c. Overpayments.  If it is determined by DSHS, or during the course of a required audit, that the 
Contractor has been paid unallowable costs under this or any Program Agreement, DSHS may 
require the Contractor to reimburse DSHS in accordance with 2 CFR Part 200. 

23. Termination.  

a. Default.  If for any cause, either party fails to fulfill its obligations under this Agreement in a timely 
and proper manner, or if either party violates any of the terms and conditions contained in this 
Agreement, then the aggrieved party will give the other party written notice of such failure or 
violation.  The responsible party will be given 15 working days to correct the violation or failure.  If 
the failure or violation is not corrected, this Agreement may be terminated immediately by written 
notice from the aggrieved party to the other party. 

b. Convenience.  Either party may terminate this Interlocal Agreement for any other reason by 
providing 30 calendar days’ written notice to the other party. 

c. Payment for Performance.  If this Interlocal Agreement is terminated for any reason, DSHS shall 
only pay for performance rendered or costs incurred in accordance with the terms of this Agreement 
and prior to the effective date of termination.  

24. Treatment of Client Property.  Unless otherwise provided, the Contractor shall ensure that any adult 
client receiving services from the Contractor has unrestricted access to the client’s personal property.  
The Contractor shall not interfere with any adult client’s ownership, possession, or use of the client’s 
property.  The Contractor shall provide clients under age eighteen (18) with reasonable access to their 
personal property that is appropriate to the client’s age, development, and needs.  Upon termination of 
the Contract, the Contractor shall immediately release to the client and/or the client’s guardian or 
custodian all of the client’s personal property. 
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1. Definitions Specific to Special Terms.  The words and phrases listed below, as used in this Contract, 
shall each have the following definitions: 

a. “Afghan Humanitarian Parolee” (AHP) means certain Afghan individuals granted humanitarian 
parole by the U.S. Department of Homeland Security, between July 31, 2021, and September 30, 
2023, or current ORR guidelines if expanded, and who are eligible to apply for mainstream benefits, 
resettlement assistance, and other benefits available to refugees. The date of eligibility for the 
Afghan Humanitarian Parolee (AHP) population is October 1, 2021, or their date of entry into the 
community, whichever is later. The AHP population is eligible for ORR benefits and services until 
September 30, 2023, or the end of the individual’s parole term, whichever is later, unless amended 
by law or the individual gains another ORR-eligible category or status. Benefits and eligibility 
documentation of this status is available at ORR Letter on Benefits for Afghan Humanitarian 
Parolees. 

b. “Afghan Special Immigrant” means a citizen or national of Afghanistan who is granted special 
immigrant status under 101(a) (27) of the Immigration and Nationality Act. 

c. “Amerasians” means an individual born in Vietnam after January 1, 1962, and before January 1, 
1976, who was fathered by a U.S. Citizen. 

d. “ASA” means the Afghanistan Supplemental Appropriations Act, 2022, and the Additional 
Afghanistan Supplemental Appropriations Act, 2022, in which Congress authorized ORR to provide 
resettlement assistance and other benefits available to refugees to specific Afghan populations, in 
response to their emergency evacuation and resettlement. Additional information about the ASA-
eligible populations can be found at ORR Policy Letter 22-01. The following Afghan populations are 
eligible for ASA-funded benefits and services under ORR guidelines. Additional individuals may be 
eligible if ORR guidelines or eligibility dates are expanded.   

(1) Citizens or nationals of Afghanistan (including unaccompanied minors) paroled into the U.S. 
between July 31, 2021, and September 30, 2023. This group includes unaccompanied minors.  

(2) A spouse or child of any individual described above in number one, who is paroled into the U.S 
after September 30, 2023.  

(3) A parent or legal guardian of any individual described above in number one, who is determined 
to be an unaccompanied child, who is paroled into the U.S after September 30, 2023.  

(4) Citizens and nationals of Afghanistan for whom refugee and entrant assistance activities are 
authorized (e.g. Special Immigrant Visa holders, Special Immigrant with Conditional Permanent 
Resident status, SI/SQ parolees, refugees, asylees), whose eligibility date is on or after July 
31, 2021. 

e. “Asylee” means an individual who is physically present in the U.S. or at a border or port of entry 
and who has been granted political asylum by the U.S. Attorney General.  An applicant for political 
asylum does not meet the immigration status requirement for Refugee Assistance until asylum has 
been granted. 

f. “Asylum-Seeker” means a person who leaves their country of residence and is seeking protection 
from persecution by another country. This person has not yet been recognized as a refugee. To be 
granted asylum in the United States, an asylum-seeker must be physically present in the United 
States and demonstrate that they are seeking protection from persecution in their home country due 
to race, religion, nationality, membership in a particular group, or political opinion. 
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g. “AUSAA” means the Additional Ukraine Supplemental Appropriations Act of 2022 (AUSAA) 
appropriated to ORR to provide benefits and services to support specific Ukrainian and non-
Ukrainian individuals as delineated in ORR Policy Letter 22-13, Ukrainian Humanitarian Parolees 
Eligible for ORR Benefits and Services. Ukrainian Humanitarian Parolees (UHPs) must have a valid 
and current parole to enroll in new programming. Additional individuals may be eligible if ORR 
guidelines or eligibility dates are expanded. The following populations are eligible for AUSAA-
funded services:  

(1)  Citizens or nationals of Ukraine who the Department of Homeland Security (DHS) has paroled 
into the U.S between February 24, 2022, and September 30, 2024;  

(2)  Non-Ukrainian individuals who last habitually resided in Ukraine, who DHS has paroled into 
the U.S between February 24, 2022, and September 30, 2024;  

(3) A spouse or child of an individual described in number one or number two (listed above) who is 
paroled into the U.S. after September 30, 2024, or  

(4) A parent, legal guardian, or primary caregiver of an unaccompanied refugee minor or 
unaccompanied child described in number one or number two (listed above) who is paroled 
into the U.S. after September 30, 2024. 

h. “Authorization to Release Information Form” means the DSHS 27-269 form that participants 
sign to provide permission to share information with ORIA, other ORIA-funded service providers, 
and ORR. Contractors that use federal funding or use ORIA Connect are required to use this form.   

i. “Background Check” means the DSHS Background Check required in accordance with RCW 
43.43.830 for each staff or volunteer who will have direct, one-on-one, unsupervised contact with 
children under the age of eighteen (18) and/or vulnerable adults. 

j. “Business day” means any day Monday through Friday, excluding state holidays.  

k. “Calendar day” means all days in a calendar year.  

l. “Caseload” means all participants who are receiving services provided by the Contractor.  

m. “Caseload Review” means a formal process of reviewing the Contractor’s Active Caseload to 
determine objective reasons beyond Contractor’s control that made it impossible to reach 
Performance Outcome Goals.  

n. “Consent Form” means the DSHS 14-012 Consent Form, which is approved for use by 
Contractors who have only state funding. 

o. “Contract Monitoring” or “Monitoring” means a regular process of evaluating a Contractor’s 
performance based on measurable service deliverables and verifying compliance with the terms 
and conditions in the Contract. 

p. “Cuban and Haitian Entrant” means a national of Cuba or Haiti who was paroled into the U.S. or 
was paroled for criminal prosecution or to give testimony, or has a pending case, or applied for 
asylum status.  

q. “Data” means any Personal Information, and/or other information accessed and gained while 
providing services in accordance with this Contract.  
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r. “DSHS Contact” means the DSHS Contact listed on page one (1) of this Contract and or their 
designee.  

s. “DHS” means the U.S. Department of Homeland Security.  

t. “Department of Justice (DOJ) Accredited Representative” means an individual who has been 
granted accreditation and authority by the Office of Legal Access Programs (OLAP) in the 
Executive Office for Immigration Review (EOIR) of the U.S. Department of Justice to represent 
individuals before the Department of Homeland Security or EOIR immigration courts and the Board 
of Immigration Appeals (BIA) or bother. Accredited representatives must be affiliated with an 
organization recognized by the DOJ under this contract.  

u. “DOJ Recognized Organization” means a nonprofit organization in the U.S. granted permission 
to practice immigration law through accredited representatives before the Department of Homeland 
Security, the Executive Office for Immigration Review immigration courts, and the Board of 
Immigration Appeals. 

v. “Eligible Immigration Status” for the purpose of this contract means refugees, asylees, victims of 
human trafficking, Amerasians, Cuban and Haitian entrants, Iraqi and Afghan Special Immigrants, 
recipients of the Afghan Supplemental Appropriations Act of 2022, and recipients of the Additional 
Ukraine Supplemental Appropriations Act of 2022.    

w. “ESA” means Economic Services Administration, which is a Washington State Administration 
under the Department of Social and Health Services (DSHS). 

x. “Event” means a planned activity, workshop, or other intentional gathering specific to an ORIA 
program. Events may be in-person or virtual.  

y. “Executive Office of Immigration Review (EOIR)” means the office within the U.S. Department of 
Justice that adjudicates immigration cases by conducting immigration court proceedings, appellate 
reviews, and administrative hearings.   

z. “Fingerprint-Based Background Check” means the DSHS Background Check that includes 
fingerprints for any staff for volunteer who has resided in Washington for less than three (3) 
consecutive years  and who will have direct, unsupervised contact with children under the age of 
eighteen (18) and/or vulnerable adults, in accordance with RCW 43.43.837. 

aa. “Household” means immediate members of an individual’s household, including parent(s) or 
spouse(s) and children under the age of 24. 

bb. “IRLS” means Immigration-Related Legal Services. 

cc. “Iraqi Special Immigrant” means a citizen or national of Iraq who is granted special immigrant 
status under 101(a) (27) of the Immigration and Nationality Act.    

dd. “Lawful Permanent Residents” means someone who is lawfully authorized to live permanently 
within the U.S, also known as “green card” holders.  

ee. “Lead IRLS” means the organization contracted with ORIA to serves as the lead for immigration-
related legal services for the WA MASS Project. 

ff. “MFT” means the Managed File Transfer system used to securely transfer files that contain 
participant identifying information.   



Special Terms and Conditions 

 
DSHS Central Contracts & Legal Services 
6015LF Custom Interlocal Agreement (7-10-2024)  Page 14 

gg. “Newcomer Reception and Navigation Hub or “The Hub” means the central organization that is 
facilitating a coordinated system to provide newcomers information and access to services.  

hh. “Noncitizen Migrant” means a person who has left their country of origin to seek permanent or 
temporary residence in another country.  This person has not yet been given a permanent 
immigration status in the United States. 

ii. “Nondisclosure form” means the DSHS 03-374D ESA Nondisclosure of Confidential Information 
Agreement – Non- Employee Form signed by Contractor’s staff giving the Contractor’s staff 
permission to access confidential and personal information from DSHS as it relates to contracted 
services.  

jj. “ORIA” means the Office of Refugee and Immigrant Assistance within the Economic Services 
Administration within the Department of Social and Health Services.    

kk. “ORIA Connect” means the ORIA case management database that is used by ORIA’s contracted 
providers. 

ll. “ORR” means the Office of Refugee Resettlement within the Federal Office of Administration for 
Children and Families.  

mm. “Participant” means an eligible person enrolled in an ORIA program.   

nn. “Q1” means first quarter, which is July through September of the current contract period.  

oo. “Q2” means second quarter, which is October through December of the current contract period.  

pp. “Q3” means third quarter, which is January through March of the current contract period.  

qq. “Q4” means fourth quarter, which is April through June of the current contract period.  

rr. “Refugee” means a person who is unable to return to his/her home country because of 
persecution, or a well-founded fear of persecution due to his/her race, religion, nationality, 
membership in a particular social group, or political opinion.  For purposes of this Contract, the term 
“refugee” also refers to asylees, victims of human trafficking, Amerasians, Cuban and Haitian 
entrants, Iraqi and Afghan Special Immigrants, and Afghan and Ukrainian Humanitarian Parolees 
who meet ORR eligibility. 

ss. “Re-Parole” means the extension of parole status granted to Humanitarian Parolees from 
Afghanistan and Ukraine granted by the U.S. Citizenship and Immigration Services (USCIS). Those 
individuals granted re-parole retain their initial date of eligibility for ORR benefits and services. 
Details regarding serving Humanitarian Parolees from Afghanistan and Ukraine with a pending re-
parole application may be referenced in ORR Policy Letter 24-01 and ORR Policy Letter 23-06. 

tt. “Spoke Organizations” means the organizations contracted by DSHS under the WA MASS 
project to provide migrant housing services, immigration-related legal services, and culturally 
responsive case management services.  

uu. “Spoke Services” means specialized services contracted under the WA MASS project to support 
participants. Contractors for spoke services must collaborate and coordinate with the Hub 
organization. These services include the migrant housing services, immigration-related legal 
services, and culturally responsive case management services.  
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vv. “Ukrainian Humanitarian Parolee or UHP” means a citizen or national of Ukraine who was 
paroled into the U.S between February 24, 2022 and September 30, 2024 due to urgent 
humanitarian reasons, or non-Ukrainian individuals who last habitually resided in Ukraine and who 
were paroled into the U.S. within the same timeframe. Ukrainian Humanitarian Parolees (UHPs) 
must have a valid and current parole to enroll in new programming. Additional details for Ukrainian 
Humanitarian Parolees may be referenced in ORR Policy Letter 22-13.  

ww. “Unsupervised” means not in the presence of: 

(1)  Another employee or volunteer from the same business or organization as the Contractor 
agency; or 

(2) Any relative or guardian of any of the children, the elderly, or individuals with disabilities to 
which the staff or volunteer has access during the course of his or her employment or 
involvement with Contractor agency. 

xx. “USCIS” is the acronym for the United States Citizenship and Immigration Services, which is a 
brand of the U.S. Department of Homeland Security.  

yy. “Victim of Human Trafficking” means a person, who has been trafficked into the U.S. and forced 
into the international sex trade, slavery and/or forced labor through coercion, threats of physical 
violence, psychological abuse, torture and imprisonment. Victims of Trafficking must have an 
approved T visa or U.S. Department of Health and Human Services letter of certification or 
eligibility. 

zz. “Vulnerable Adult” means an adult: 

(1) Who lacks the functional, mental, or physical ability to care for themselves as defined in RCW 
43.43.830; or 

(2) Subject to a guardianship under RCW 11.130.265 or adult subject to conservatorship under 
RCW 11.130.360; or 

(3) Who has a developmental disability as defined under RCW 71A.10.020; or 

(4) Admitted to any facility; or 

(5) Receiving services from home health, hospice, or home care agencies licensed or required to 
be licensed under chapter 70.127 RCW; or 

(6) Receiving services from an individual provider; or 

(7) Who self-directs his or her own care and receives services from a personal aide under 
chapter 74.39 RCW. 

aaa. “WA MASS” is an acronym for the Washington Migrant and Asylum-Seeker Support project, a 
state-funded pilot administered by the DSHS Office of Refugee and Immigrant Assistance. 

2. Purpose.  The purpose of this Contract is to establish the Migrant Housing Services for the Washington 
Migrant and Asylum-Seeker Support Project. Migrant Housing Services will provide short-term 
emergency housing and housing navigation services to eligible individuals and households who meet 
eligibility requirements.  
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3. Statement of Work.  The Contractor shall provide the services and staff, and otherwise do all things 
necessary for or incidental to the performance of work, as set forth below: 

a. Participant Eligibility. Per Engrossed Substitute Senate Bill 5998, individuals must be newly 
arrived to the United States and Washington who do not qualify for federal refugee resettlement 
program services. To align with this requirement, all WA MASS participants shall meet the following 
eligibility criteria: 

(1) Be a non-citizen that entered the U.S. for the first time after Jan. 1, 2022, and 

(2) Do not hold one of the following immigration statuses, making them eligible for federal refugee 
resettlement services and benefits: 

(a) Refugees admitted under § 207 of the Immigration and Nationality Act (INA) 

(b) People granted asylum under § 208 of the INA 

(c) Cuban and Haitian entrants 

(d) Amerasians 

(e) Certified victims of human trafficking 

(f) Special Immigrant Visa Holders from Iraq and Afghanistan 

(g) Afghan Humanitarian Parolees (See ORR Policy Letter 22-01 and 22-02) 

(h) Afghan Special Immigrant Conditional Permanent Residents 

(i) Ukrainian Humanitarian Parolees (See ORR Policy Letter 22-13) who entered the U.S. 
between Feb. 24, 2022, and Sept. 30, 2024. 

(j) Additionally, the following minors are eligible for the Unaccompanied Refugee Minor (URM) 
program: 

i. Unaccompanied minors with Special Immigrant Juvenile Status (SIJS) 

ii. Unaccompanied minors who hold U-Visa status 

b. Services Prioritization. The Contractor must triage participants and assign a priority ranking that 
would match those in the greatest need of services. The Hub will provide prioritization ranking for all 
participants referred to spoke organizations for service. In addition, the Hub must document, and 
rank participants based on the date of arrival in the United State, in Washington, and the date of 
intake for WA MASS Services. Those who have been in Washington longer will receive access to 
the services needed first. Prioritization will be based on participants who meet the following criteria:  

(1) Lack federal Employment Authorization Document.  

(2) Have been placed in removal proceedings because they were apprehended in the U.S. or at a 
port of entry without proper documentation. 

(3) Have been unsheltered, staying in a building illegally, or staying in emergency shelter. 
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(4) Are a pregnant person or a member of a family with children under the age of 18. 

(5) Persons with complex medical conditions. 

(6) An unaccompanied youth between the ages of 18 and 24. 

(7) Single women or single adults over the age of 65 years. 

c. Services. The Contractor shall provide services and activities that include, but are not limited to: 

(1) Migrant Housing Services (MHS). The Contractor will provide direct housing assistance 
through short-term emergency housing and housing navigation services to eligible WA MASS 
participants. The Contractor must conduct the following activities per each service area: 

(a) Short-Term Emergency Housing Services 

i. Accept referrals from the Hub and arrange short-term emergency housing placement at 
hotels within 24 hours. 

ii. Ensure that eligibility, intake, service needs, and prioritization are completed for new 
households in accordance with DSHS/ORIA requirements. 

iii. Complete a housing intake and interview, and housing agreement plan with each 
household prior to placement in short-term emergency hotels. ORIA will provide a 
standard intake form and housing agreement plan.  

iv. Identify an appropriate short-term emergency hotel unit for households and place them 
in appropriate hotel unit based on the number of people in the household and any 
accessibility needs in a timely manner. 

v. Coordinate on-site services. This includes but is not limited to check-in, check-out, site 
orientation, interpretation, and coordination of additional services with case managers 
and housing navigators as needed.  

vi. Housing navigation services shall begin as soon as practicable upon a household’s 
placement in emergency housing. The Contractor shall also ensure that the household is 
connected to a WA MASS case management provider for coordinated service planning 
and support.  

vii. Track households stay in short-term emergency hotel on a regular basis to ensure their 
safety and appropriate use of hotel rooms.  

viii. Conduct in-person check-in with each household at least every 7 days to assess their 
readiness for transitioning from emergency hotels to permanent housing or a long-term 
placement.  

ix. Help the case managers and housing navigators to connect with households in 
emergency hotel in a timely manner.   

x. The contractor must explain the duration of the emergency hotel and availability of 
housing subsidy to all households.  

xi. The Contractor shall ensure households check out from hotels in a timely manner to 
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avoid duplication of services and other financial risks. The contractor may not receive 
reimbursement for hotel costs after household’s scheduled move-in date to permanent 
housing.  

xii. Ensure that all housing services are provided using appropriate interpretation services, 
translated materials, and in a culturally responsive manner. 

(b) Housing Navigation Services. Housing Navigation Services. The Contractor shall provide 
short-term housing navigation to support eligible households transition from short-term 
emergency housing to permanent housing, including all the following activities:  

i. Accept referrals from the Hub within 24 hours. 

ii. Contact and connect with households within one (1) business day of referral acceptance 
and complete housing intake, housing orientation, and housing agreement plan.  

iii. Complete housing placement for each referral as soon as possible, but no later than 30 
calendar days after acceptance of the referral.  

iv. Housing navigators and case managers should work collaboratively to assist households 
with their housing needs.  

v. Notify emergency housing providers of each household's scheduled move-in date to 
permanent housing in advance.  

(2) Direct Housing Assistance. The Contractor is authorized to provide short-term emergency 
hotel vouchers and housing subsidies to eligible WA MASS households which includes, but is 
not limited to:  

 
(a) Emergency Hotel Vouchers. Hotel vouchers will be used to provide short-term shelter to 

eligible WA MASS households.  

i. Costs must be reasonable and based on the rate set by the U.S. General Services 
Administration for the location plus necessary local taxes and fees.  

ii. Monthly costs will be reimbursed based on the length of hotel stay and may not exceed 
$4,263 per unit. Lower rates are encouraged for cost saving.  

iii. Operational Costs may include additional contracted services on the hotel site, including 
security, laundry, trash pickup, cleaning services and reimbursement for reasonable 
damages by household.  

iv. Households must have access to help or assistance that is linguistically appropriate in 
case of an emergency.  

v. Providers are expected and encouraged to keep the duration of short-term emergency 
housing for up to 30 days maximum.  

(b) Short-Term Housing Subsidies. Provides short-term housing subsidies based on each 
household’s needs, vulnerabilities such as lack of employment authorization card (EAD), 
verified disabilities, complex health conditions, or documented barriers to housing stability, 
and availability of resources.  
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i. Households may receive up to six months of housing subsidies. 

ii. Households with verified income or employment may receive reduced assistance to 
ensure equitable distribution of resources.  

iii. Short-term housing subsidies may only include rent, security deposit, first month, utility 
assistance, and reasonable application fee.  

iv. All housing costs including rent, security deposits, and application fee must be 
reasonable and affordable for household.  

v. All financial assistance payments must be made to the third party (e.g., landlords) on 
behalf of the client.  

vi. The Contractor shall issue monthly rental assistance payment on a month-to-month 
basis. The contractor shall not authorize advance payment for monthly rent except for 
the reasonable move-in expenses. 

vii. The Contractor shall not authorize rental arrears, late fees, and other housing arrears 
under this contract unless approved by DSHS-ORIA.   

viii. The Contractor must track Household housing subsidies on a month-by-month basis.  

ix. The Contractor shall follow DSHS guidance for providing short-term housing subsidies.  

d. Contractor Responsibilities. The Contractor shall: 

(1) Ensure each participant signs the Consent Form (14-012). The Consent Form is available in 
multiple languages. The Contractor shall print out the form in the applicable language and 
request the participant sign the form.  

(a) Electronic signatures are only allowable when the requirements of  Authenticating E-
Signatures on Consent Forms (14-012) are met. 

(2) Ensure all services are provided in the participant’s preferred language, and that all 
documentation a participant signs is either provided in the participant’s preferred language, or 
interpretation is provided. Use of interpretation is required when staff or volunteers do not 
speak the participant’s language. 

(3) Ensure all current employees, Subcontractors, volunteers, and vendors who provide services 
or perform work pursuant to the Contract sign a Nondisclosure Form. Nondisclosure forms 
must be submitted to ORIA within 30 days of Contract execution for all individuals currently 
associated with the Contract, and within 30 days of new individuals who start within the 
contract period of performance. 

(4) Ensure that the key employees who provide services under this Contract participate in any 
program training as requested by DSHS, and in turn train all staff who provide services through 
the Contract.  

(5) Request approval from the DSHS Contact to subcontract. Upon approval, the Contractor shall: 

(a) Submit copies to the DSHS Contact any subcontracts the Contractor enters into within ten 
(10) business days of the date of execution, along with a plan for monitoring the 
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subcontractors at least once during the term of the subcontract; and 

(b) Submit copies of subcontractor monitoring reports to the DSHS Contact within thirty (30) 
calendar days of the monitoring visit.  

(6) Consider the most effective and efficient way to serve participants. Many factors must be taken 
into consideration, as some participants will have very low digital literacy skills.  

(7) Ensure there is consistent availability of services for the full term of the Contract by continually 
providing services even after meeting annual deliverables.  

(8) The Contractor shall identify and maintain resource list of available community resources that 
may benefit households with housing-related assistance, and shall provide information, 
referrals, and connections to such resources, as appropriate, to support household stability. 

(9) Immediately inform the DSHS Contact of any issues or problems when it appears it cannot 
provide a service(s) and/or when it cannot meet contract deliverables.  

(10) Maintain an individual case file (physical or electronic) for each participant documenting each 
service provided or arranged. DSHS may randomly request case files and service documents 
during the contract period. The case file shall include, but not be limited to: 

(a) Original Consent Form and Authorization to Release Information Forms signed by the 
participant and the Contractor.  

(b) Legible copies (front and back) of immigration documentation which verifies immigration 
status and program eligibility. Additional identification documents, not required by the 
Contract, such as social security cards or driver’s licenses, shall not be maintained in a 
physical case file. Documents may include but are not limited to: 

i. DHS Notice to Appear Form I-862. 

ii. DHS Form I-94 Arrival/Departure Record. 

iii. DHS Form I-220A, Order of Release on Recognizance. 

iv. DHS Form I-385, Booking Record. 

v. Any DHS documents provided at the port of entry confirming date of entry. 

vi. Valid Passport with Entry Stamp from DHS showing date of entry. 

vii. Any document from DHS or EOIR showing that the person is in removal proceedings. 

viii. Other documents that support eligibility. 

ix. Copies of any backup documentation required for Hub services or referrals to Spoke 
services. 

x. Documentation of information and referral services provided or performed. 

(c) Case notes and/or documentation confirming: 
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i. The participant’s participation in Migrant Housing Services program activities and 
progress towards housing stability. 

ii. The participants’ ongoing barriers, strategies addressing barriers, and eligibility for 
continued housing support.  

iii. Referrals and connections to other public and non-profit agencies for housing and other 
services. 

iv. Requests or applications for benefits or other services, etc.  

(d) Copies of relevant and approved housing intake (s) for each household. Housing Intake will 
be provided by DSHS Contract.   

(e) English translations for any document in the case file that is in another language. 

(11) Maintain a Contractor Caseload Report that lists all participants who received services and 
achieved the Performance Outcome Goals under this Contract. For Contractors using ORIA 
Connect, caseload reporting will be generated in the database. For Contractors not using the 
ORIA Connect, the Contractor shall submit the Caseload Report to ORIA for review and 
payment processing along with other billing documents as specified in Billing and Payment 
Sections throughout this contract. 

(12) Generate work products under this Contract. This includes, but is not limited to, documents, 
materials, data, reports, manuals, specifications, artwork, drawings, sketches, blueprints, 
studies, memoranda, computation sheets, computer programs and databases, schematics, 
photographs, video and audiovisual recordings, sound recordings, marks, logos, graphic 
designs, notes, websites, domain names, inventions, processes, formulas, and any 
combinations thereof. Work Products shall be and remain the exclusive property of DSHS for 
its use in any manner DSHS deems appropriate. For the avoidance of doubt, Work Product 
does not include any software, content, works of authorship, intellectual property or other 
technology created by Contractor prior to or independent of this Contract, or any improvements 
or modifications. 

(13) Have the following additional responsibilities for staffing and coordinating activities: 

(a) Identify a single point of contact who will be responsible for managing and coordinating the 
performance of the Contractor’s obligations under the contract. 

(b) Respond promptly and fully to all inquiries from DSHS.  

(c) Designate one staff person to coordinate with ORIA, the Hub, Spoke Organizations, and 
other entities to ensure access to services and avoid duplicate efforts. 

(d) Work with the Hub and ORIA to prioritize service delivery to participants of the WA MASS 
project.  

(e) Ensure that all participants are connected to the Hub prior to enrolling in Spoke services. 
The Contractor will follow ORIA provided guidance and instructions to ensure that all 
participants have completed the required eligibility determination and initial intake and 
prioritization prior to placement in any Spoke services. 

4. Services Provision. The Contractor shall provide services throughout the duration of the contract. 
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Contractor must report any changes and expected changes impacting performance and implementation 
of this contract to DSHS immediately. Contractor failing to report changes will be accountable for the 
performance and implementation of this contract. 

5. Collaboration and Coordination. The Contractor is expected to collaborate and coordinate with ORIA, 
WA MASS contracted organization, and other community-based partners to support the overall success 
of the WA MASS project. This includes participating in one or more coalition work groups. 

6. Reporting.  The Contractor shall submit the following information to the DSHS Contact: 

a. A Monthly Caseload Report (MCR) to the DSHS Contact listing all participants who received 
Migrant Housing Services during the reporting month. A Template will be provided by the DSHS 
Contact.  

b. A Monthly A-19 invoice and Contract Summary Report (CSR). A template will be provided by the 
DSHS Contact.  

c. A monthly standard system generated general ledger providing detailed and summarized 
information for allowable expenses outlined in the Contract and approved budget. The general 
ledger shall include agency name, the program name; Housing Services, performance period, cost 
objective codes, and transaction level details for all expenses. 

d. A Quarterly Narrative Report. A Template will be provided by the DSHS Contact. 

e. Payroll supporting documentation including staff timesheets and payroll reports showing payroll 
expenses. DSHS ORIA may request other supporting documents as needed for all expenses 
charged to this Contract.  

Monthly reports are due thirty (30) calendar days after the end of each billing period and the Quarterly 
Narrative Report is due thirty (30) calendar days after the end of each quarter. If the due date falls on a 
holiday or a weekend, the reports will be due on the first business day after the holiday or the weekend.  

7. Funding. Funding for this contract comes from Engrossed Substitute Senate Bill 5998. The 
Washington State Legislature appropriated $25,000,000 solely to the Office of Refugee and Immigrant 
Assistance to expand support services for individuals newly arriving to the U.S. and to Washington who 
do not qualify for federal refugee resettlement services.  

8. Consideration.  Total consideration payable to Contractor for satisfactory performance of the work 
under this Contract is up to, and shall not exceed, the Total Maximum Contract Amount stated on page 
one (1) of the Contract, including any and all expenses in accordance with the approved budget, and 
shall be based on the following: 

Direct Housing Assistance $350,000   
Operational  $75,000 
Administrative  $50,000 
Annual Performance Outcome Payments $25,000  
Contract Maximum $500,000 

 

a. Administration and implementation. The Contractor shall receive a maximum of $475,000 for 
administration and implementation expenses. Payment for administration and implementation costs 
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is contingent upon the Contractor delivering services and reporting participant activity as required 
under this Contract.  

(1) The Contractor shall receive cost-based reimbursement for the total amount of expenses 
incurred during an invoicing month.  

(2) Monthly reimbursement may include various costs, including salaries, benefits, subcontracted 
services, and indirect expenses billed under the Contract. 

(3) All expenses must be based on the line items outlined in the WA MASS Project Annual Budget 
submitted by the Contractor. 

(4) The Contractor agrees to obtain prior written approval from DSHS before transferring funds 
that exceed 10% of any individual budget line item.   

(5) Upon request by ORIA, the Contractor shall submit copies of all source documentation for 
expenditures claimed on invoices voucher submitted for payment, in the manner requested by 
ORIA.   

b. Performance Outcomes and Deliverables. The Contractor’s performance is based on the 
following outcomes and deliverables: 

(1) The Contractor shall respond to referrals within one (1) business day.  

(2) Complete housing placement for each referral no later than thirty (30) calendar days after 
receiving the referral from the Hub.  

(3) Serve a minimum of 3 households each month in housing services.  

(4) Ensure that all participants receive a thorough and comprehensive housing agreement plan 
and orientation.  

(5) Number of new households accepted is as follows: 

 
Q1 Q2 Q3 Q4 Annual 

Number of Unduplicated Households Served 9 9 8 8 34 

 

c. Performance Outcome Payments. The Contractor will receive 5% of the total contract maximum 
or $25,000 in four (4) payments based on the successful completion of the performance outcomes 
and deliverables. DSHS will evaluate the Contractor’s performance based on the review of required 
reports, including MCRs, CSRs, quarterly reports, and A-19 invoices, as applicable. Contractor 
performance must align with the services and deliverables outlined in this Contract. Contractor 
deliverables are defined within the services section and performance outcome sections. 

9. Budget. DSHS must be informed in writing of the transfer of fund amounts between budget line items 
of the Contractor’s budget subject to the following conditions: 

a. Participant Support Service funds cannot be transferred to or from administrative budget line items. 

b. Transfer of funds greater than 10% of any individual budget line item requires prior written approval 
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from the DSHS Contact 10 calendar days before the transfer occurs.  

c. In the event the Contractor expends their budget before the end of the contract term, the Contractor 
shall continue to provide services. 

10. Billing, Payment, and Closeout.  

a. Invoicing and Invoice Requirements.  

(1) All invoices must be submitted either through secure email or through the MFT system to 
ensure participant confidentiality during the invoice process.  

(2) The Contractor shall submit invoices within thirty (30) days upon close of the billing period to 
receive funds in a timely manner. 

(3) The Contractor shall use the A-19 Invoice Voucher, provided by the DSHS Contact, to submit 
invoices for payment during the contract period.  Invoices shall describe and document to 
DSHS’ satisfaction a description of the work performed, activities accomplished, and expenses 
incurred. An invoice returned by DSHS for clarification or additional information will not be 
considered properly submitted until it is accepted as complete by DSHS.  

(a) Each A-19 Invoice Voucher submitted for payment must be accompanied by: 

i. Monthly Caseload Report documenting the participants served in the billing period. 

ii. Contract Summary Report (CSR) detailing the monthly budget and calculating the 
remaining contract balance. Format provided by DSHS. 

iii. Cost Details Page documenting the Contractor’s total expenses supporting the A19. 

iv. Lease Calculation Tool detailing any lease/rent costs that are billed under the Cost 
Details Page, unless exception to the rule has been granted at the start of the contract 
period. 

v. General Ledger Report showing contract-related expenditures by budget line item. The 
amount in the general ledger should match the invoice for all billing periods with 
exception of the first billing period in which the general ledger may be less than the 
invoice 

vi. Timesheets or activity reports documenting the time staff charged to the Contract for the 
specific time period of the billing period. 

vii. Payroll supporting documentation documenting staff salary and benefits based on the 
approved budget and actual staff time charged to the Contract for specific time periods 
of the billing period.  

viii. Vendor and Consultant Contracts and Invoices for any expenses that are incurred in the 
billing period. If the contract or agreement has previously been submitted, it is not 
necessary to submit it again. Vendor and Consultant invoices shall be submitted with 
every billing packet, as applicable.  

ix. If support services are applicable to the program, receipts and DSHS ORIA approved 
support services acknowledgement forms must be submitted for all participant support 
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services included on the A19 Invoice Voucher. 

(b) The Contractor is required to maintain all backup documentation for every expense charged 
to this Contract. DSHS may request this documentation at any time, and at any frequency, 
to support the review and approval of invoicing.  

(4) By signing the DSHS A-19 Invoice Voucher, the Contractor attests that all reported data is 
correct and verifiable through the support documentation that is kept in the participant files on 
site. 

The Contractor shall be responsible for reviewing their spending on a regular basis. DSHS shall 
not be responsible for overspending on any budget point. 

b. Payment.  

(1) Payment shall be considered timely if made by DSHS within thirty (30) calendar days after 
receipt and acceptance of properly completed billing documents.   

(2) The Contractor must be registered in the Statewide Payee Registration System in order to 
receive electronic payment.  

(3) DSHS may, at its sole discretion, withhold payment claimed by the Contractor for services 
rendered if Contractor fails to satisfactorily comply with any term or condition of this Contract. 

(4) To receive regular invoice payments, the Contractor is required to serve a minimum number of 
3 households each payment time period as described in the Statement of Work section. DSHS 
may withhold cost reimbursement payments if the Contractor fails to provide services to the 
minimum number of participants.   

c. Close Out. 

Final Invoice. The final Invoice Voucher for payment, including all required reports and backup 
documentation, must be submitted within thirty (30) days after the Contract End Date indicated on 
page one (1) of the Contract. The expenses invoiced shall not be higher than those set forth in the 
approved budget. 

d. Errors, Overpayments and Fraud. The Contractor shall notify the DSHS Contact within thirty (30) 
days of discovery or knowledge that the Contractor or any of the Contractor’s subrecipients, 
subcontractors, or vendors has an actual or potential:  

(1) Payment error;  

(2) Overpayment; and/or  

(3) Act(s) of fraud.    

11. Contract Monitoring. DSHS shall monitor the Contractor for compliance with the terms and conditions 
of this Contract and provide technical assistance upon request or when necessary to assist with 
contract compliance.   

a. The DSHS Contact shall perform site visits or desk monitoring as determined to be necessary by 
DSHS. The Contractor shall be present for site visits, which shall be scheduled during regular 
business hours. Site visits will be conducted with prior notification to the Contractor. Desk and/or 
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onsite monitoring may include, but are not limited to, the review of the following:  

(1) Invoices and documentation (A-19s); 

(2) Program or service and financial reports; 

(3) Surveys or feedback cards from participants; 

(4) Participant complaints; 

(5) Audit or financial report follow-up, ensuring all appropriate action has been taken on all items 
detected through audits, on-site reports, and any other means; 

(6) Indirect rate certification (certificate of indirect costs or plan); if applicable; and/or 

(7) A review of delivery of program services; 

(8) Discissions about the Contractor’s problems and challenges; 

(9) Follow-up on identified problems from previous visits; 

(10) Review of facility/personnel licensing 

(11) Review of surveys and inspections performed by outside parties; 

(12) Interview of staff to determine whether they are familiar with the program; 

(13) Inspection of the Contractor’s facilities and operations; 

(14) Review of and compliance with the Contractor's policies and procedures governing service 
delivery and financial processes; 

(15) Review of the Contractor's monitoring/production reports; 

(16) Review of any independent limited scope program audits; 

(17) Verification of performance from outside sources (e.g. sub-contractors) 

(18) Observation of class, training and/or workshop; 

(19) Participant and staff interviews. 

(20) Processes and performance. 

(21) License and certification, if applicable. 

(22) Insurance verification, if applicable.  

(23) Participant files. 

b. As part of Contract monitoring, ORIA will request the following Contractor policies and procedures 
on the following topics: 

(1) Client feedback and grievances; 
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(2) Data security, including file security and policies for taking files off site; 

(3) Interpretation and translation; 

(4) Background checks for new hires and volunteers; 

(5) Staff training; 

(6) Direct assistance/support services disbursement; and 

(7) Conflicts of interest. 

c. The Contractor shall be sufficiently prepared for monitoring. This includes: 

(1) Being available, and onsite, at the times specified and agreed upon in the Official Notification 
Letter. 

(2) Ensuring that adequate and appropriate space is available for the monitoring visit, consistent 
with the specifications outlined in the Official Notification Letter issued at least two (2) weeks in 
advance of the scheduled visit. 

(a) If the Contractor anticipates any limitations or concerns regarding the availability or 
suitability of the required space, the Contractor must notify ORIA in writing no later than one 
(1) week prior to the scheduled visit. Upon notification, the Contractor agrees to collaborate 
in good faith with ORIA to identify and implement mutually acceptable alternative 
arrangements that allow the monitoring activities to proceed as scheduled. 

(b) Failure to provide timely notice or to make reasonable efforts to accommodate space 
requirements may impact the Contractor’s compliance with monitoring obligations. 

(3) Ensuring the appropriate staff are available for interview. 

(4) Ensuring participant files are available and well-organized. If the Contractor uses an electronic 
filing system or database, the Contractor must: 

(a) Provide electronic guest access for the DSHS Monitoring team to allow for review of the files 
without Contractor staff present; or 

(b) Print case file information and have it available for review during the monitoring. 

12. Reduction of Funds.  

a. Funding for this Contract is based upon the Contractor’s agreement and requirement to: 

(1) Achieve its Performance Outcome goal(s),   

(2) Comply with the terms and conditions of this Contract, and  

(3) Meet the requirements of the statement(s) of work. 

b. If the Contractor is unable to comply with the agreements and requirements outlined within this 
Contract: 
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(1) DSHS shall notify the Contractor and provide technical assistance and best practice ideas to 
assist the Contractor in becoming compliant with the requirements of this Contract.  

c. If the Contractor remains unable to comply with the agreements and requirements outlined within 
the Contract after technical assistance has been provided:  

(1) DSHS shall notify the Contractor.  

(2) The Contractor will be required to develop a written Corrective Action Plan. 

(3) The Contractor shall submit the corrective action plan to the DSHS Contact within ten (10) 
business days for approval. 

d. If the Contractor fails to comply with all the terms of the Corrective Action Plan: 

(1) DSHS shall reduce the Maximum Contract Amount of this Contract by two percent (2%). 

(2) DSHS shall reduce the Maximum Contract Amount of this Contract by an additional three 
percent (3%) if the Contractor fails to comply with the terms of a second corrective action.  

(3) If the Contractor fails to comply with the terms of a second corrective action, DSHS reserves 
the right to terminate the Contract. 

13. Acknowledgements.  

a. The Contractor must use the complete project name “Washington Migrant and Asylum-Seeker 
Support Project (WA MASS)” when referring to this project in any printed materials, publications, 
public announcements, websites, presentations, outreach materials, or other communications 
intended for public dissemination that relate to services provided under this Contract. The 
Contractor must include an acknowledgement of funding support from the Washington State 
Department of Social and Health Services (DSHS), Office of Refugee and Immigrant Assistance 
(ORIA) in appropriate materials and communications related to activities supported under this 
Contract. The acknowledgement language should be appropriate to the medium and audience. 

b. The Contractor may not use the DSHS name, logo, or branding in a manner that implies 
endorsement or partnership beyond the scope of this Contract without prior written approval from 
DSHS/ORIA. The Contractor must coordinate with DSHS/ORIA before issuing any press releases, 
media statements, or public announcements specifically referencing the Washington Migrant and 
Asylum-Seeker Support Project (WA MASS) to ensure that information shared publicly is accurate 
and consistent with program objectives. 

14. Criminal History Background Checks.  

a. DSHS shall complete a standardized assessment tool to determine which of the Contractor's 
programs and/or staff and volunteers are subject to criminal history background checks. 

b. DSHS shall communicate the results of the assessment tool to the Contractor. If the results of the 
assessment tool show that any of the Contractor’s staff and/or volunteers require a background 
check, the Contractor must: 

(1) Require a DSHS Background Check, in accordance with RCW 43.43.830, for each employee 
or volunteer who will provide direct, one-on-one, unsupervised services under this contract to: 
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(a) Children under the age of eighteen (18); and/or 

(b) Vulnerable adults. 

(2) Require a DSHS Background Check for each employee or volunteer who manages, or has 
access to, Contract funds.  

(3) Require the employee or volunteer to complete the DSHS Background Check form by either: 

(a) Completing the online Background Check Authorization Form and emailing the required 
confirmation information to the DSHS Contact, or their designee; or 

(b) Emailing a completed Background Check Authorization (DSHS 09-653) form to the DSHS 
Contact, or their designee. 

(4) Require a Fingerprint-Based Background Check, in accordance with RCW 43.43.837, for each 
employee or volunteer who has resided in the State of Washington for less than three (3) 
consecutive years and who will provide direct, one-on-one, unsupervised services under this 
contract to: 

(a) Children under the age of eighteen (18); and/or 

(b) Vulnerable adults. 

(5) Staff or volunteers that require a Fingerprint-Based Background Check may be hired for a 120-
day provisional period when:  

(a) The DSHS Background Check is completed and there are no disqualifying crimes; and 

(b) The Fingerprint-Based Background Check has been completed and the results are pending; 
and 

(c) Their work will be restricted to prohibit unsupervised work of children and/or vulnerable 
adults until notification is received by the DSHS Contact. 

(6) Ensure that each employee or volunteer requiring a Fingerprint-Based Background Check: 

(a) Reviews and sign the Fingerprint-Based Background Check Notice (DSHS 27-089); 

(b) Completes the Fingerprint Appointment (DSHS 27-059) form; and 

(c) Attends a fingerprint appointment, scheduled through IdentoGo. 

(7) Verify that individuals with a disqualifying crime, per the DSHS Secretary's List of Crimes & 
Negative Actions, are prohibited from: 

(a) Direct contact with any DSHS client; and/or 

(b) Working on this contract in any capacity.  

(8) Maintain an accurate list of all individuals who have completed a Background Check under this 
contract and provide the list to the DSHS Contact upon request or during contract monitoring 
activities.  
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c. The DSHS Contact, or their designee, will receive Background Check results and will notify the 
Contractor if the employee or volunteer: 

(1) Has successfully passed Background Check requirements; 

(2) Has a record of a disqualifying crime; or  

(3) Has a record of a non-disqualifying crime. In the case of a non-disqualifying crime, a Character, 
Competence, and Suitability Assessment (DSHS 03-506) must be completed to determine if 
the individual will be allowed access to DSHS clients or contract funds under this contract.   

d. Background Check results shall be: 

(1) Maintained in a secure, confidential manner; and 

(2) Valid for two (2) years, requiring renewal if the period of performance exceeds this timeframe.   

15. Duplication of Services. The Contractor shall ensure that work to be performed does not duplicate 
services charged to the State of Washington or another funder under any other contract or agreement 
with the Contractor. The Contractor must not bill other funding sources for services rendered and 
reported under this contract which would result in duplicate billing to different funding sources for the 
same or similar service. If the Contractor provides other services or benefits to participants through 
other funding sources, those services or benefits to participants cannot be counted towards 
performance outcomes billed for this Contract. Such services are considered as “in-house” services.  

16. Child Abuse and Health and Safety Concerns. In the delivery of services under this Contract, 
children’s health and safety shall always be the first concern of the Contractor. The Contractor shall 
immediately report all instances of suspected child abuse to Child Protective Services at 1-866-END 
HARM. 

17. Fraud Reporting. The Contractor shall report any knowledge of cash, food, or medical public 
assistance fraud to DSHS by calling 1-800-562-6906 or online via the DSHS Fraud Referral Form.  

18. Contractor Information. The Contractor shall forward to the DSHS Contact within ten (10) business 
days any information concerning the Contractor’s change of circumstances. Changes in the 
Contractor’s circumstances include, but are not limited to, change of business name, address, 
telephone number, fax number, e-mail address, business status, and names of current state employees 
employed by the Contractor. 

19. Contract Extensions. DSHS may make subsequent Contract awards or extensions at DSHS’ sole 
discretion. DSHS will base future awards or extensions on the Contractor’s ability to achieve annual 
outcome goals, to comply with the terms and conditions of this Contract, and to meet the requirements 
of the Statement of Work.  

20. Contract Suspension. DSHS may take certain actions in the event the Contractor, or any of its 
partners, officers, directors, or employees, is investigated by a local, county, state or federal agency, for 
a matter, which DSHS determines may adversely affect the delivery of services provided under this 
contract.  DSHS may, without prior notice, either suspend the delivery of services or disallow the 
person(s) involved in the allegation(s) from providing services or having contact with participants 
pending final resolution of the investigation. 

21. Data Sharing.  
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a. When emailing or sharing identifying information about a participant,, the Contractor must use 
secure or encrypted email or the MFT system for sharing documents. Identifying information 
includes but is not limited to: 

(1) First name, last name 

(2) Date of Birth; 

(3) Initials; 

(4) Alien number; and, 

(5) Social Security Number.  

22. Dispute Resolution. Either party may submit a request for resolution of a Contract dispute (rates set 
by law, regulation, or DSHS policy are not disputable). The requesting party shall submit a written 
statement identifying the issue(s) in dispute and the relative positions of the parties. A request for a 
dispute resolution must include the Contractor’s name, address, and Agreement number and be 
emailed or mailed to the address listed below within 30 calendar days after the party could reasonably 
be expected to have knowledge of the issue in dispute. 

Request for resolution can be sent: 
 
Via email at ESAContracts&Purchasing@dshs.wa.gov; or 
Via Postal Service at: 
DSHS/ESA/Division of Finance and Financial Resources 
Attn: ESA Contracts and Procurement Administrator 
PO Box 45445 
Olympia, WA 98504-5445 
 

23. Exceptions to Policy. 

a. The Contractor shall submit to the DSHS Contact, a prior written request for any exceptions to 
policy. Depending on the Contract, the exception to policy will be submitted via email or ORIA 
Connect. 

b. The DSHS Contact shall provide the Contractor with a written confirmation of the request status 
(approved, denied, or pending) within five (5) business days of its receipt. The DSHS Contact shall 
include justification for any denial and approval. 

24. Insurance. 

a. DSHS certifies that it is self-insured under the State’s self-insurance liability program, as provided 
by RCW 4.92.130, and shall pay for losses for which it is found liable.   

b. The Contractor certifies, by checking the appropriate box below, initialing to the left of the box 
selected, and signing this Agreement, that: 

 The Contractor is self-insured or insured through a risk pool and shall pay for losses 
for which it is found liable; or 

 The Contractor maintains the types and amounts of insurance identified below and 
shall, prior to the execution of this Agreement by DSHS, provide certificates of insurance 
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to that effect to the DSHS contact on page one of this Agreement. 

Commercial General Liability Insurance (CGL) – to include coverage for bodily injury, property 
damage, and contractual liability, with the following minimum limits: Each Occurrence - $2,000,000; 
General Aggregate - $4,000,000.  The policy shall include liability arising out of premises, 
operations, independent contractors, products-completed operations, personal injury, advertising 
injury, and liability assumed under an insured contract.  The State of Washington, DSHS, its elected 
and appointed officials, agents, and employees shall be named as additional insureds.  
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Exhibit A – Data Security Requirements 
 
1. Definitions.  The words and phrases listed below, as used in this Exhibit, shall each have the following 

definitions: 

a. “AES” means the Advanced Encryption Standard, a specification of Federal Information Processing 
Standards Publications for the encryption of electronic data issued by the National Institute of 
Standards and Technology (https://nvlpubs.nist.gov/nistpubs/FIPS/NIST.FIPS.197-upd1.pdf). 

b. “Authorized Users(s)” means an individual or individuals with a business need to access DSHS 
Confidential Information, and who has or have been authorized to do so. 

c. “Business Associate Agreement” means an agreement between DSHS and a contractor who is 
receiving Data covered under the Privacy and Security Rules of the Health Insurance Portability 
and Accountability Act of 1996.  The agreement establishes permitted and required uses and 
disclosures of protected health information (PHI) in accordance with HIPAA requirements and 
provides obligations for business associates to safeguard the information. 

d. “Category 4 Data” is data that is confidential and requires special handling due to statutes or 
regulations that require especially strict protection of the data and from which especially serious 
consequences may arise in the event of any compromise of such data.  Data classified as Category 
4 includes but is not limited to data protected by: the Health Insurance Portability and Accountability 
Act (HIPAA), Pub. L. 104-191 as amended by the Health Information Technology for Economic and 
Clinical Health Act of 2009 (HITECH), 45 CFR Parts 160 and 164; the Family Educational Rights 
and Privacy Act (FERPA), 20 U.S.C. §1232g; 34 CFR Part 99; Internal Revenue Service 
Publication 1075 (https://www.irs.gov/pub/irs-pdf/p1075.pdf); Substance Abuse and Mental Health 
Services Administration regulations on Confidentiality of Alcohol and Drug Abuse Patient Records, 
42 CFR Part 2; and/or Criminal Justice Information Services, 28 CFR Part 20. 

e. “Cloud” means data storage on servers hosted by an entity other than the Contractor and on a 
network outside the control of the Contractor.  Physical storage of data in the cloud typically spans 
multiple servers and often multiple locations.  Cloud storage can be divided between consumer 
grade storage for personal files and enterprise grade for companies and governmental entities.  
Examples of consumer grade storage would include iTunes, Dropbox, Box.com, and many other 
entities.  Enterprise cloud vendors include Microsoft Azure, Amazon Web Services, and Rackspace. 

f. “Encrypt” means to encode Confidential Information into a format that can only be read by those 
possessing a “key”; a password, digital certificate or other mechanism available only to authorized 
users.  Encryption must use a key length of at least 256 bits for symmetric keys, or 2048 bits for 
asymmetric keys.  When a symmetric key is used, the Advanced Encryption Standard (AES) must 
be used if available. 

g. “FedRAMP” means the Federal Risk and Authorization Management Program (see 
www.fedramp.gov), which is an assessment and authorization process that federal government 
agencies have been directed to use to ensure security is in place when accessing Cloud computing 
products and services. 

h. “Hardened Password” means a string of at least eight characters containing at least three of the 
following four character classes:  Uppercase alphabetic, lowercase alphabetic, numeral, and special 
characters such as an asterisk, ampersand, or exclamation point. 
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i. “Mobile Device” means a computing device, typically smaller than a notebook, which runs a mobile 
operating system, such as iOS, Android, or Windows Phone. Mobile Devices include smart phones, 
most tablets, and other form factors. 

j. “Multi-factor Authentication” means controlling access to computers and other IT resources by 
requiring two or more pieces of evidence that the user is who they claim to be.  These pieces of 
evidence consist of something the user knows, such as a password or PIN; something the user has 
such as a key card, smart card, or physical token; and something the user is, a biometric identifier 
such as a fingerprint, facial scan, or retinal scan. “PIN” means a personal identification number, a 
series of numbers which act as a password for a device.  Since PINs are typically only four to six 
characters, PINs are usually used in conjunction with another factor of authentication, such as a 
fingerprint. 

k. “Portable Device” means any computing device with a small form factor, designed to be transported 
from place to place.  Portable devices are primarily battery powered devices with base computing 
resources in the form of a processor, memory, storage, and network access.  Examples include, but 
are not limited to, mobile phones, tablets, and laptops.  Mobile Device is a subset of Portable 
Device. 

l. “Portable Media” means any machine readable media that may routinely be stored or moved 
independently of computing devices. Examples include magnetic tapes, optical discs (CDs or 
DVDs), flash memory (thumb drive) devices, external hard drives, and internal hard drives that have 
been removed from a computing device. 

m. “Secure Area” means an area to which only authorized representatives of the entity possessing the 
Confidential Information have access, and access is controlled through use of a key, card key, 
combination lock, or comparable mechanism.  Secure Areas may include buildings, rooms or 
locked storage containers (such as a filing cabinet or desk drawer) within a room, as long as access 
to the Confidential Information is not available to unauthorized personnel.  In otherwise Secure 
Areas, such as an office with restricted access, the Data must be secured in such a way as to 
prevent access by non-authorized staff such as janitorial or facility security staff, when authorized 
Contractor staff are not present to ensure that non-authorized staff cannot access it. 

n. “Trusted Network” means a network operated and maintained by the Contractor, which includes 
security controls sufficient to protect DSHS Data on that network.  Controls would include a firewall 
between any other networks, access control lists on networking devices such as routers and 
switches, and other such mechanisms which protect the confidentiality, integrity, and availability of 
the Data. 

o. “Unique User ID” means a string of characters that identifies a specific user and which, in 
conjunction with a password, passphrase or other mechanism, authenticates a user to an 
information system. 

2. Authority. The security requirements described in this document reflect the applicable requirements of 
policies and standards of the Washington Technology Services Agency 
(https://watech.wa.gov/policies?combine=&field_categories_target_id=80&field_type_target_id=All), 
and of the DSHS Information Security Policy and Standards Manual.  Reference material related to 
these requirements can be found here: https://www.dshs.wa.gov/ffa/keeping-dshs-client-information-
private-and-secure, which is a site developed by the DSHS Information Security Office and hosted by 
DSHS Central Contracts and Legal Services. 

3. Administrative Controls.  The Contractor must have the following controls in place: 
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a. A documented security policy governing the secure use of its computer network and systems, and 
which defines sanctions that may be applied to Contractor staff for violating that policy. 

b. If the Data shared under this agreement is classified as Category 4, the Contractor must be aware 
of and compliant with the applicable legal or regulatory requirements for that Category 4 Data. 

c. If Confidential Information shared under this agreement is classified as Category 4, the Contractor 
must have a documented risk assessment for the system(s) housing the Category 4 Data. 

4. Authorization, Authentication, and Access.  In order to ensure that access to the Data is limited to 
authorized staff, the Contractor must: 

a. Have documented policies and procedures governing access to systems with the shared Data. 

b. Restrict access through administrative, physical, and technical controls to authorized staff. 

c. Ensure that user accounts are unique and that any given user account logon ID and password 
combination is known only to the one employee to whom that account is assigned.  For purposes of 
non-repudiation, it must always be possible to determine which employee performed a given action 
on a system housing the Data based solely on the logon ID used to perform the action. 

d. Ensure that only authorized users are capable of accessing the Data. 

e. Ensure that an employee’s access to the Data is removed immediately: 

(1) Upon suspected compromise of the user credentials. 

(2) When their employment, or the contract under which the Data is made available to them, is 
terminated. 

(3) When they no longer need access to the Data to fulfill the requirements of the contract. 

f. Have a process to periodically review and verify that only authorized users have access to systems 
containing DSHS Confidential Information. 

g. When accessing the Data from within the Contractor’s network (the Data stays within the 
Contractor’s network at all times), enforce password and logon requirements for users within the 
Contractor’s network, including: 

(1) A minimum length of 8 characters, and containing at least three of the following character 
classes: uppercase letters, lowercase letters, numerals, and special characters such as an 
asterisk, ampersand, or exclamation point. 

(2) That a password does not contain a user’s name, logon ID, or any form of their full name. 

(3) That a password does not consist of a single dictionary word.  A password may be formed as a 
passphrase which consists of multiple dictionary words. 

(4) That passwords are significantly different from the previous four passwords.  Passwords that 
increment by simply adding a number are not considered significantly different. 
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h. When accessing Confidential Information from an external location (the Data will traverse the 
Internet or otherwise travel outside the Contractor’s network), mitigate risk and enforce password 
and logon requirements for users by employing measures including: 

(1) Ensuring mitigations applied to the system don’t allow end-user modification. 

(2) Not allowing the use of dial-up connections. 

(3) Using industry standard protocols and solutions for remote access. Examples would include 
RADIUS and Citrix. 

(4) Encrypting all remote access traffic from the external workstation to Trusted Network or to a 
component within the Trusted Network.  The traffic must be encrypted at all times while 
traversing any network, including the Internet, which is not a Trusted Network. 

(5) Ensuring that the remote access system prompts for re-authentication or performs automated 
session termination after no more than 30 minutes of inactivity. 

(6) Ensuring use of Multi-factor Authentication to connect from the external end point to the internal 
end point. 

i. Passwords or PIN codes may meet a lesser standard if used in conjunction with another 
authentication mechanism, such as a biometric (fingerprint, face recognition, iris scan) or token 
(software, hardware, smart card, etc.) in that case: 

(1) The PIN or password must be at least 5 letters or numbers when used in conjunction with at 
least one other authentication factor 

(2) Must not be comprised of all the same letter or number (11111, 22222, aaaaa, would not be 
acceptable) 

(3) Must not contain a “run” of three or more consecutive numbers (12398, 98743 would not be 
acceptable) 

j. If the contract specifically allows for the storage of Confidential Information on a Mobile Device, 
passcodes used on the device must: 

(1) Be a minimum of six alphanumeric characters. 

(2) Contain at least three unique character classes (upper case, lower case, letter, number). 

(3) Not contain more than a three consecutive character run. Passcodes consisting of 12345, or 
abcd12 would not be acceptable. 

k. Render the device unusable after a maximum of 10 failed logon attempts. 

5. Protection of Data.  The Contractor agrees to store Data on one or more of the following media and 
protect the Data as described: 

a. Hard disk drives.  For Data stored on local workstation hard disks, access to the Data will be 
restricted to Authorized User(s) by requiring logon to the local workstation using a Unique User ID 
and Hardened Password or other authentication mechanisms which provide equal or greater 
security, such as biometrics or smart cards. 
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b. Network server disks.  For Data stored on hard disks mounted on network servers and made 
available through shared folders, access to the Data will be restricted to Authorized Users through 
the use of access control lists which will grant access only after the Authorized User has 
authenticated to the network using a Unique User ID and Hardened Password or other 
authentication mechanisms which provide equal or greater security, such as biometrics or smart 
cards.  Data on disks mounted to such servers must be located in an area which is accessible only 
to authorized personnel, with access controlled through use of a key, card key, combination lock, or 
comparable mechanism. 

For DSHS Confidential Information stored on these disks, deleting unneeded Data is sufficient as 
long as the disks remain in a Secure Area and otherwise meet the requirements listed in the above 
paragraph.  Destruction of the Data, as outlined below in Section 8 Data Disposition, may be 
deferred until the disks are retired, replaced, or otherwise taken out of the Secure Area. 

c. Optical discs (CDs or DVDs) in local workstation optical disc drives.  Data provided by DSHS 
on optical discs which will be used in local workstation optical disc drives and which will not be 
transported out of a Secure Area.  When not in use for the contracted purpose, such discs must be 
Stored in a Secure Area.  Workstations which access DSHS Data on optical discs must be located 
in an area which is accessible only to authorized personnel, with access controlled through use of a 
key, card key, combination lock, or comparable mechanism. 

d. Optical discs (CDs or DVDs) in drives or jukeboxes attached to servers.  Data provided by 
DSHS on optical discs which will be attached to network servers and which will not be transported 
out of a Secure Area.  Access to Data on these discs will be restricted to Authorized Users through 
the use of access control lists which will grant access only after the Authorized User has 
authenticated to the network using a Unique User ID and Hardened Password or other 
authentication mechanisms which provide equal or greater security, such as biometrics or smart 
cards.  Data on discs attached to such servers must be located in an area which is accessible only 
to authorized personnel, with access controlled through use of a key, card key, combination lock, or 
comparable mechanism. 

e. Paper documents.  Any paper records must be protected by storing the records in a Secure Area 
which is only accessible to authorized personnel.  When not in use, such records must be stored in 
a Secure Area. 

f. Remote Access.  Access to and use of the Data over the State Governmental Network (SGN) or 
Secure Access Washington (SAW) will be controlled by DSHS staff who will issue authentication 
credentials (e.g. a Unique User ID and Hardened Password) to Authorized Users on Contractor’s 
staff.  Contractor will notify DSHS staff immediately whenever an Authorized User in possession of 
such credentials is terminated or otherwise leaves the employ of the Contractor, and whenever an 
Authorized User’s duties change such that the Authorized User no longer requires access to 
perform work for this Contract. 

g. Data storage on portable devices or media. 

(1) Except where otherwise specified herein, DSHS Data shall not be stored by the Contractor on 
portable devices or media unless specifically authorized within the terms and conditions of the 
Contract.  If so authorized, the Data shall be given the following protections: 

(a) Encrypt the Data. 

(b) Control access to devices with a Unique User ID and Hardened Password or stronger 
authentication method such as a physical token or biometrics. 
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(c) Manually lock devices whenever they are left unattended and set devices to lock 
automatically after a period of inactivity, if this feature is available.  Maximum period of 
inactivity is 20 minutes. 

(d) Apply administrative and physical security controls to Portable Devices and Portable Media 
by: 

i. Keeping them in a Secure Area when not in use, 

ii. Using check-in/check-out procedures when they are shared, and 

iii. Taking frequent inventories. 

(2) When being transported outside of a Secure Area, Portable Devices and Portable Media with 
DSHS Confidential Information must be under the physical control of Contractor staff with 
authorization to access the Data, even if the Data is encrypted. 

h. Data stored for backup purposes. 

(1) DSHS Confidential Information may be stored on Portable Media as part of a Contractor’s 
existing, documented backup process for business continuity or disaster recovery purposes.  
Such storage is authorized until such time as that media would be reused during the course of 
normal backup operations.  If backup media is retired while DSHS Confidential Information still 
exists upon it, such media will be destroyed at that time in accordance with the disposition 
requirements below in Section 8 Data Disposition. 

(2) Data may be stored on non-portable media (e.g. Storage Area Network drives, virtual media, 
etc.) as part of a Contractor’s existing, documented backup process for business continuity or 
disaster recovery purposes.  If so, such media will be protected as otherwise described in this 
exhibit.  If this media is retired while DSHS Confidential Information still exists upon it, the data 
will be destroyed at that time in accordance with the disposition requirements below in Section 8 
Data Disposition. 

i. Cloud storage.  DSHS Confidential Information requires protections equal to or greater than those 
specified elsewhere within this exhibit.  Cloud storage of Data is problematic as neither DSHS nor 
the Contractor has control of the environment in which the Data is stored.  For this reason: 

(1) DSHS Data will not be stored in any consumer grade Cloud solution, unless all of the following 
conditions are met: 

(a) Contractor has written procedures in place governing use of the Cloud storage and 
Contractor attests in writing that all such procedures will be uniformly followed. 

(b) The Data will be Encrypted while within the Contractor network. 

(c) The Data will remain Encrypted during transmission to the Cloud. 

(d) The Data will remain Encrypted at all times while residing within the Cloud storage solution. 

(e) The Contractor will possess a decryption key for the Data, and the decryption key will be 
possessed only by the Contractor and/or DSHS. 
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(f) The Data will not be downloaded to non-authorized systems, meaning systems that are not 
on either the DSHS or Contractor networks. 

(g) The Data will not be decrypted until downloaded onto a computer within the control of an 
Authorized User and within either the DSHS or Contractor’s network. 

(2) Data will not be stored on an Enterprise Cloud storage solution unless either: 

(a) The Cloud storage provider is treated as any other Sub-Contractor, and agrees in writing to 
all of the requirements within this exhibit; or, 

(b) The Cloud storage solution used is FedRAMP certified. 

(3) If the Data includes protected health information covered by the Health Insurance Portability and 
Accountability Act (HIPAA), the Cloud provider must sign a Business Associate Agreement prior 
to Data being stored in their Cloud solution. 

6. System Protection.  To prevent compromise of systems which contain DSHS Data or through which 
that Data passes: 

a. Systems containing DSHS Data must have all security patches or hotfixes applied within 3 months 
of being made available. 

b. The Contractor will have a method of ensuring that the requisite patches and hotfixes have been 
applied within the required timeframes. 

c. Systems containing DSHS Data shall have an Anti-Malware application, if available, installed. 

d. Anti-Malware software shall be kept up to date.  The product, its anti-virus engine, and any malware 
database the system uses, will be no more than one update behind current. 

7. Data Segregation. 

a. DSHS Data must be segregated or otherwise distinguishable from non-DSHS data.  This is to 
ensure that when no longer needed by the Contractor, all DSHS Data can be identified for return or 
destruction.  It also aids in determining whether DSHS Data has or may have been compromised in 
the event of a security breach.  As such, one or more of the following methods will be used for data 
segregation. 

(1) DSHS Data will be kept on media (e.g. hard disk, optical disc, tape, etc.) which will contain no 
non-DSHS Data.  And/or, 

(2) DSHS Data will be stored in a logical container on electronic media, such as a partition or folder 
dedicated to DSHS Data.  And/or, 

(3) DSHS Data will be stored in a database which will contain no non-DSHS data. And/or, 

(4) DSHS Data will be stored within a database and will be distinguishable from non-DSHS data by 
the value of a specific field or fields within database records. 

(5) When stored as physical paper documents, DSHS Data will be physically segregated from non-
DSHS data in a drawer, folder, or other container. 
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b. When it is not feasible or practical to segregate DSHS Data from non-DSHS data, then both the 
DSHS Data and the non-DSHS data with which it is commingled must be protected as described in 
this exhibit. 

8. Data Disposition.  When the contracted work has been completed or when the Data is no longer 
needed, except as noted above in Section 5.b, Data shall be returned to DSHS or destroyed.  Media on 
which Data may be stored and associated acceptable methods of destruction are as follows: 

 
 Data stored on: Will be destroyed by: 
Server or workstation hard disks, or 
 
Removable media (e.g. floppies, USB flash drives, 
portable hard disks) excluding optical discs 
 

Using a “wipe” utility which will overwrite the Data at 
least three (3) times using either random or single 
character data, or 
 
Degaussing sufficiently to ensure that the Data 
cannot be reconstructed, or 
 
Physically destroying the disk 

  
Paper documents with sensitive or Confidential 
Information  

Recycling through a contracted firm, provided the 
contract with the recycler assures that the 
confidentiality of Data will be protected. 

  
Paper documents containing Confidential Information 
requiring special handling (e.g. protected health 
information) 

On-site shredding, pulping, or incineration 

  
Optical discs (e.g. CDs or DVDs) Incineration, shredding, or completely defacing the 

readable surface with a coarse abrasive 
  
Magnetic tape Degaussing, incinerating or crosscut shredding 

 
9. Notification of Compromise or Potential Compromise.  The compromise or potential compromise of 

DSHS shared Data must be reported to the DSHS Contact designated in the Contract within one (1) 
business day of discovery.  If no DSHS Contact is designated in the Contract, then the notification must 
be reported to the DSHS Privacy Officer at dshsprivacyofficer@dshs.wa.gov.  Contractor must also 
take actions to mitigate the risk of loss and comply with any notification or other requirements imposed 
by law or DSHS. 

10. Data shared with Subcontractors.  If DSHS Data provided under this Contract is to be shared with a 
subcontractor, the Contract with the subcontractor must include all of the data security provisions within 
this Contract and within any amendments, attachments, or exhibits within this Contract.  If the 
Contractor cannot protect the Data as articulated within this Contract, then the contract with the sub-
Contractor must be submitted to the DSHS Contact specified for this contract for review and approval. 

 
 



   

 

 

1 

 

CONSULTANT CONTRACT 

BETWEEN THE CITY OF SEATAC AND CONGOLESE INTEGRATION NETWORK  

 

THIS CONTRACT is made and entered into on this 17th day of August 2026 by and 

between the CITY OF SEATAC, a municipal corporation of the State of Washington, hereinafter 

referred to as “City”, and CONGOLESE INTEGRATION NETWORK, hereinafter referred to 

as the “Agency,” and hereinafter referred to collectively as the “Parties.” The City hereby agrees 

to retain the Agency as an independent contractor, and the Agency hereby agrees to serve the City 

pursuant to this Contract. 

 

The Washington Migrant and Asylum-Seeker Support (“WA MASS”) Project aims to respond to 

the specific and immediate housing needs of recently arrived migrants and asylum-seekers. This 

initiative aligns with the City of SeaTac's overarching goals of “Creating & Preserving Housing” 

through fostering community stability, preventing homelessness, and promoting equitable access 

to housing resources. 

 

The Congolese Integration Network (CIN) is a community-based and community-led nonprofit 

organization headquartered in SeaTac, dedicated to serving refugees and immigrants in South King 

County. CIN focuses on fostering the social, economic, cultural, and spiritual integration of 

migrant communities by providing essential resources and advocating for their health and well-

being. Through their programs and partnerships, they empower refugees and immigrants from 

diverse backgrounds, primarily from the Sub-Saharan region of Africa, to thrive and build 

fulfilling lives in Washington State. 

 

Recitals:  

The purpose of this subrecipient Contract is to carry out the Washington Migrant and Asylum-

Seeker Support Project (“WA MASS”) activities described in the attached Exhibits, including 

providing Migrant Housing Services to recently arrived migrants and asylum-seekers. This 

Contract relates to up to (30) days of temporary emergency hotel/motel stays for households 

deemed eligible for the WA MASS project) “Participating Household.” 

 

In consideration of the terms, conditions, covenants and performance of the Scope of Services 

attached herein, the City and Agency mutually agree as follows: 

 

1. The Agency is made aware that the City is the Contractor under the WA MASS Interlocal 

Agreement for which a copy is attached hereto and referenced herein as the “Interlocal 

Agreement” as Exhibit A. The Agency agrees to be bound by the terms of the Interlocal 

Agreement, including all definitional and substantive terms, as the Subcontractor for the 

City under the same Agreement.    

2. Scope of Services. 

The Agency agrees to perform in a good and professional manner the tasks described on 

Exhibit B attached hereto and incorporated herein by this reference. The Agency shall 

perform the services as an independent contractor and shall not be deemed, by virtue of 
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this Contract and the performance thereof, to have entered into any partnership, joint 

venture, employment, or other any relationship with the City. 

 

3. Agency’s Representations. 

The Agency hereby represents and warrants that it has all necessary licenses and 

certifications to perform the services provided for herein and is qualified to perform such 

services. 

 

4. City’s Responsibilities. 

The City shall do the following in a timely manner so as not to delay the services of the 

Agency: 

 

A. Designate in writing a person to act as the City’s representative with respect to the 

services. The City’s designee shall have complete authority to transmit instructions, 

receive information, interpret, and define the City’s policies and decisions with 

respect to the services. 

B. Furnish the Agency with all information, criteria, objectives, schedules, and 

standards for the project and the services provided for herein. 

C. Arrange for access to the property or facilities as required for the Agency to perform 

the services provided for herein. 

D. Examine and evaluate all studies, reports, memoranda, plans, sketches, and other 

documents prepared by the Agency and render decisions regarding such documents 

in a timely manner to prevent the delay in performing the services. 

 

4. Acceptable Standards. 

The Agency shall be responsible for providing, in connection with the services 

contemplated in this Contract, work products and services of a quality and professional 

standard acceptable to the City. 

 

5. Compensation. 

As compensation for the Agency’s performance of the services provided for herein, the 

City shall pay the Agency according to the terms specified on Exhibit C attached hereto 

and incorporated herein by this reference. The City shall process the invoice or statement 

in the next billing/claim cycle following receipt of the invoice or statement. It shall remit 

payment to the Agency thereafter in the normal course, subject to any conditions or 

provisions in this Contract or addendum. 

 

6. Time for Performance and Term of Contract. 

The Agency shall perform the services provided for herein in accordance with the direction 

and schedule provided on Exhibit B attached hereto and incorporated herein by this 

reference, unless otherwise agreed to in writing by the Parties.  The Term of this Contract 

shall commence on the date all parties have signed and shall terminate upon the exhaustion 

of the funding allocated for direct services or completion of the services contracted for, or 

the 30th day of June 2026, whichever occurs first.  

  

7. Ownership and Use of Documents. 
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All documents, reports, memoranda, diagrams, sketches, plans, surveys, design 

calculations, working drawings and any other materials created or otherwise prepared by 

the Agency as part of its performance of this Contract (“Work Product”) shall be owned 

by and become the property of the City, and may be used by the City for any purpose 

beneficial to the City. 

 

8. Records Inspection and Audit. 

All compensation payments shall be subject to the adjustments for any amounts found upon 

audit or otherwise to have been improperly invoiced, and all records and books of accounts 

about any work performed under this Contract shall be subject to inspection and audit by 

the City for a period of up to three (3) years from the final payment for work performed 

under this Contract. 

 

9. Public Records. 

The Agency acknowledges that the City is a public agency subject to the Public Records 

Act codified in Chapter 42.56 of the Revised Code of Washington, and documents, notes, 

emails, and other records prepared or gathered by the Agency in its performance of this 

Contract may be subject to public review and disclosure, even if those records are not 

produced to or possessed by the City of SeaTac.  The Agency agrees to cooperate fully to 

satisfy the City’s duties and obligations under the Public Records Act. 

 

10. Continuation of Performance. 

If any dispute or conflict arises between the Parties while this Contract is in effect, the 

Agency agrees that, notwithstanding such dispute or conflict, the Agency shall continue to 

make a good faith effort to cooperate and continue work toward successfully completing 

assigned duties and responsibilities. 

 

11. Conflicts and Interpretation. 

All exhibits attached hereto, listed or referenced herein are made a part of this Contract.  

If any such exhibit conflicts or is inconsistent with any provision of or wording of this 

Contract, the Contract shall control and take precedence.  

 

12. Administration of Contract. 

This Contract shall be administered by Francoise Milinganyo, on behalf of the Agency, 

and by the Manager, or designee, on behalf of the City.  Any written notices required by 

the terms of this Contract shall be served on or mailed to the following addresses: 

CITY OF SEATAC: 

 

City of SeaTac 

Attn.: Miriam Maiteri 

Human Services Coordinator 

4800 S. 188th Street 

SeaTac, WA 98198 

Telephone: (206) 795-0888 

Email: mmaiteri@seatacwa.gov 

 

AGENCY: 

 

Congolese Integration Network 

Attn.: Francoise Milinganyo 

Executive Director 

19550 International Blvd, Ste 103 

SeaTac, WA 98188 

Telephone: (206) 575-1633 

Email: francoise@cinseattle.org  
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CC: Erin Bryant-Thomas 

     ethomas@seatac.wa.gov  

 

CC: Angela Ngiangi Diansasila 

     angela@cinseattle.org  

 

13. Venue and Dispute Resolution: 

This Contract shall be interpreted under the laws of the State of Washington. It is agreed 

that King County, Washington shall be the venue for any arbitration or lawsuit arising out 

of this Contract. 

 

14. Notices. 

All notices or communications permitted or required to be given under this Contract shall 

be in writing and shall be deemed to have been duly given if delivered in person or 

deposited in the United States mail, postage prepaid, for mailing by certified mail, return 

receipt requested, and addressed, if to a party of this Contract, to the address for the party 

set forth above, or if to a person not a party to this Contract, to the address designated by a 

party to this Contract in the foregoing manner. Either party may change its address by 

giving notice in writing, stating its new address, to the other party, all pursuant to the 

procedure outlined in this Section of the Contract. 

 

15. Indemnification. 

The Agency shall indemnify and hold harmless the City and its elected and appointed 

officers, officials, employees, volunteers and agents, or any of them from any and all 

claims, actions, suits, liability, loss, costs, expenses, and damages of any nature 

whatsoever, by any reason of, or arising out of the negligent acts or omissions of the 

Agency, its officers, employees, agents, or any of them relating to or arising out of the 

performance of this Contract.  If a final judgment is rendered against the City, its elected 

and appointed officers, officials, employees, volunteers, agents and/or any of them, or 

jointly against the City and the Agency and their respective officers, employees, agents, or 

any of them, the Agency shall satisfy the same to the extent that such judgment was due to 

the Agency’s negligent acts or omissions. 

 

16. Insurance. 

The Agency shall be responsible for maintaining, during the term of this Contract, and, at 

its sole cost and expense, the types of insurance coverages and in the amounts described 

below.  The Agency shall furnish evidence, satisfactory to the City, of all such policies.  

During the term hereof, the Contractor shall take out and maintain in full force and effect 

the following insurance policies: 

 

The minimum insurance types and limits are as follows: 

 

COMMERCIAL GENERAL LIABILITY-Comprehensive Form 

$1,000,000 per occurrence liability/$2,000,000 annual aggregate, coverage to 

include Premise and Operations Liability 

Blanket Contractual 

OCP for Subcontractors Liability 

Product and Completed Operations Liability 
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Stop Gap Liability - $1,000,000/$1,000,000/$1,000,000 

 

AUTOMOBILE LIABILITY 

$1,000,000 per accident bodily injury and property damage liability, including 

any owned, hired, or non-owned automobile 

 

ERRORS AND OMISSIONS 

$1,000,000 per occurrence liability 

 

PROFESSIONAL LIABILITY, ERRORS & OMISSIONS 

$1,000,000 per occurrence, and in the aggregate 

 

WORKER’S COMPENSATION 

Employees of the Agency and subcontractors are to be insured under 

Washington State Industrial Insurance. 

 

The above policy limits may be obtained through excess liability (umbrella) insurance. The 

Agency must obtain a Certificate of Insurance that complies with the requirements above, 

which the City’s Risk Management division must approve. 

 

Failure of the Contractor to fully comply with the insurance requirements will be 

considered a material breach of contract and shall be cause for immediate termination of 

this Contract. 

 

17. Background Checks. 

The Agency may be required to ensure full and satisfactory criminal history background 

checks have been completed for all current employees or volunteers and that a criminal 

history background check shall be initiated for all prospective employees and volunteers 

to meet all required terms under this Contract. 

 

18. Assignment. 

Neither party to this Contract shall assign any right or obligation hereunder, in whole or in 

part, without the prior written consent of the other party hereto. No assignment or transfer 

of any interest under this Contract shall be deemed to release the assignor from any liability 

or obligation under this Contract, or to cause any such liability or obligation to be reduced 

to a secondary liability or obligation. 

 

19. Amendment, Modification or Waiver. 

No amendment, modification or waiver of any condition, provision or term of this Contract 

shall be valid, or, of any effect, unless made in writing, signed by the party or Parties to be 

bound, or such party’s or Parties’ duly authorized representative(s) and specifying with 

particularity the nature and extent of such amendment, modification or waiver.  Any 

waiver by any party of any default of the other party shall not affect or impair any right 

arising from any subsequent default. Nothing herein shall limit the remedies or rights of 

the Parties hereto under and pursuant to this Contract. 
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20. Termination and Suspension. 

Either party may terminate this Contract upon fifteen (15) days written notice to the other 

party without cause. The City has the option of terminating this Contract immediately if it 

determines the Contractor fails substantially to perform in accordance with the terms of 

this Contract.  

 

The City may terminate this Contract no less than seven (7) days written notice to the 

Agency, if the services provided for herein are no longer needed from the Agency or if the 

funding under the Interlocal Agreement ceases. If this Contract is terminated through no 

fault of the Agency, the Agency shall be compensated for services performed prior to 

termination in accordance with the rate of compensation provided in Exhibit C hereof. 

 

21. Parties in Interest. 

This Contract shall be binding upon, and the benefits and obligations provided for herein 

shall inure to and bind, the Parties hereto and their respective successors and assigns, 

provided that this Section shall not be deemed to permit any transfer or assignment 

otherwise prohibited by this Contract.  This Contract is for the exclusive benefit of the 

Parties hereto and it does not create a contractual relationship with or exist for the benefit 

of any third-party, including contractors, subcontractors and their sureties. 

 

22. Attorney Fees’ and Costs to Prevailing Party. 

In the event of such litigation or other legal action, to enforce any rights, responsibilities 

or obligations under this Contract, the prevailing party shall be entitled to receive its 

reasonable attorneys’ fees and costs. 

 

23. Captions, Headings and Titles. 

All captions, headings or titles in the paragraphs or sections of this Contract are inserted 

for convenience of reference only and shall not constitute a part of this Contract or act as a 

limitation of the scope of the particular paragraphs or sections to which they apply.  As 

used herein, where appropriate, the singular shall include the plural and vice versa and 

masculine, feminine and neutral expressions shall be interchangeable.  Interpretation or 

construction of this Contract shall not be affected by any determination as to who the 

drafter of this Contract is; this Contract having been drafted by mutual agreement of the 

Parties. 

 

24. Severable Provisions. 

Each provision of this Contract is intended to be severable. If any provision hereof is 

deemed illegal or invalid for any reason whatsoever, such illegality or invalidity shall not 

affect the validity of the remainder of this Contract. 

 

25. Entire Contract. 

This Contract contains the entire understanding of the Parties hereto with respect to the 

transactions contemplated hereby and supersedes all prior agreements and understandings 

between the Parties with respect to such subject matter. 

 

26. Counterparts. 
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This Contract may be executed in multiple counterparts, each of which shall be the same 

Contract and shall become effective when one or more counterparts have been signed by 

each of the Parties and delivered to the other party. 

 

IN WITNESS WHEREOF, the Parties hereto have caused this Contract to be executed 

effective the day and year first set forth above. 

 

CITY OF SEATAC: 

 

 

By:    

Printed Name: Jonathan Young  

Its:   City Manager  

Date:    

 

_______________ 

Department Head Initials 

 

 

CONTRACTOR: 

 

 

By:    

Printed Name: Francoise Milinganyo  

Its: Executive Director   

Date:    

 

APPROVED AS TO FORM: 

 

 

 

By:    

Printed Name:      

Its:      

 

APPROVED AS TO FORM: 

 

 

 

By:    

Printed Name:    

Its:    

 

 

 

LIST OF ATTACHMENTS 

 

EXHIBIT A: SCOPE OF WORK  Page 8 

EXHIBIT B: COMPENSATION  Page 18 

EXHIBIT C: SCHEDULE Page 21 
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EXHIBIT A 

SCOPE OF SERVICES AND ROLES 

 

The purpose of this Contract is to establish Migrant Housing Services consistent with the terms of 

the Interlocal Agreement between the City of SeaTac and Washington Department of Social & 

Health Services, “the Interlocal Agreement WA MASS” for the Washington Migrant and Asylum-

Seeker Support Project. Migrant Housing Services will provide short-term emergency housing to 

individuals and households who meet eligibility requirements. 

 

The Agency shall provide the services and staff, and otherwise do all things necessary for or 

incidental to the performance of work, as set forth below: 

 

1. Participant Eligibility. Per Engrossed Substitute Senate Bill 5998, individuals must be 

newly arrived to the United States and Washington who do not qualify for federal refugee 

resettlement program services. To align with this requirement, all WA MASS participants 

shall meet the following eligibility criteria: 

 

a. Be a non-citizen that entered the U.S. for the first time after Jan. 1, 2022, and 

 

b. Do not hold one of the following immigration statuses, making them eligible for 

federal refugee resettlement services and benefits: 

 

i. Refugees admitted under § 207 of the Immigration & Nationality Act INA 

 

ii. People granted asylum under § 208 of the INA 

 

iii. Cuban and Haitian entrants 

 

iv. Amerasians 

 

v. Certified victims of human trafficking 

 

vi. Special Immigrant Visa Holders from Iraq and Afghanistan 

 

vii. Afghan Humanitarian Parolees (See ORR Policy Letter 22-01 and 22-02) 

 

viii. Afghan Special Immigrant Conditional Permanent Residents 

 

ix. Ukrainian Humanitarian Parolees (See ORR Policy Letter 22-13) who 

entered the U.S. between Feb. 24, 2022, and Sept. 30, 2024. 

 

x. Additionally, the following minors are eligible for the Unaccompanied 

Refugee Minor (URM) program: 

1. Unaccompanied minors with Special Immigrant Juvenile Status 

(SIJS) 

2. Unaccompanied minors who hold U-Visa status 
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2. Services Prioritization. The Agency must triage participants and assign a priority ranking 

that would match those in the greatest need of services. The Hub will provide prioritization 

ranking for all participants referred to spoke organizations for service. In addition, the Hub 

must document, and rank participants based on the date of arrival in the United State, in 

Washington, and the date of intake for WA MASS Services. Those who have been in 

Washington longer will receive access to the services needed first. Prioritization will be 

based on participants who meet the following criteria: 

 

a. Lack federal Employment Authorization Document. 

 

b. Have been placed in removal proceedings because they were apprehended in the 

U.S. or at a port of entry without proper documentation. 

 

c. Have been unsheltered, staying in a building illegally, or staying in emergency 

shelter. 

 

d. Are a pregnant person or a member of a family with children under the age of 18. 

 

e. Persons with complex medical conditions. 

 

f. An unaccompanied youth between the ages of 18 and 24. 

 

g. Single women or single adults over the age of 65 years. 

 

3. Services. The Agency shall provide services and activities that include, but are not limited 

to: 

a. Migrant Housing Services (MHS) The Agency will provide direct housing 

assistance through short-term emergency housing and housing navigation services 

to eligible WA MASS participants. The Agency must conduct the following 

activities per each service area: 

 

i. Short-Term Emergency Housing Services: 

 

1. Accept referrals from the Hub and arrange short-term emergency 

housing placement at hotels within 24 hours. 

 

2. Ensure that eligibility, intake, service needs, and prioritization are 

completed for new households in accordance with DSHS/ORIA 

requirements.  

 

3. Complete a housing intake and interview, and housing agreement 

plan with each household prior to placement in short-term 

emergency hotels. ORIA will provide a standard intake form and 

housing agreement plan. The head of household must complete a 

DSHS Consent Form (DSHS 14-012). 
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4. Identify an appropriate short-term emergency hotel unit for 

households and place them in appropriate hotel unit based on the 

number of people in the household and any accessibility needs in a 

timely manner.  

 

5. Coordinate on-site services. This includes but is not limited to 

check-in, check-out, site orientation, interpretation, and 

coordination of additional services with case managers and housing 

navigators as needed.  

 

6. Housing navigation services shall begin as soon as practicable upon 

a household’s placement in emergency housing. The Agency shall 

also ensure that the household is connected to a WA MASS case 

management provider for coordinated service planning and support.  

 

7. Track households stay in short-term emergency hotel on a regular 

basis to ensure their safety and appropriate use of hotel rooms.  

 

8. Conduct in-person check-in with each household at least every 7 

days to assess their readiness for transitioning from emergency 

hotels to permanent housing or a long-term placement.  

 

9. Help the case managers and housing navigators to connect with 

households in emergency hotel in a timely manner.  

 

10. The Agency must explain the duration of the emergency hotel and 

availability of housing subsidy to all households.  

 

11. The Agency shall ensure households check out from hotels in a 

timely manner to avoid duplication of services and other financial 

risks. The City may not receive reimbursement for hotel costs after 

household’s scheduled move-in date to permanent housing so the 

Agency may be liable for these costs. 

 

12. Ensure that all housing services are provided using appropriate 

interpretation services, translated materials, and in a culturally 

responsive manner. 

 

ii. Housing Navigation Services. The Contractor shall provide short-term 

housing navigation to support eligible households transition from short-

term emergency housing to permanent housing, including all the following 

activities: 

 

1. Accept referrals from the Hub within 24 hours. 
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2. Contact and connect with households within one (1) business day of 

referral acceptance and complete housing intake, housing 

orientation, and housing agreement plan. 

 

3. Complete housing placement for each referral as soon as possible, 

but no later than 30 calendar days after acceptance of the referral. 

 

4. Housing navigators and case managers should work collaboratively 

to assist households with their housing needs. 

 

5. Notify emergency housing providers of each household's scheduled 

move-in date to permanent housing in advance. 

 

b. Direct Housing Assistance. The Agency is authorized to provide short-term 

emergency vouchers to eligible WA MASS households which includes, but is not 

limited to:  

 

i. Emergency Hotel Vouchers. Hotel vouchers will be used to provide short-

term shelter to eligible WA MASS households. 

 

1. Costs must be reasonable and based on the rate set by the U.S. 

General Services Administration for the location plus necessary 

local taxes and fees. 

 

2. Monthly costs will be reimbursed based on the length of hotel stay 

and may not exceed $4,263 per unit. Lower rates are encouraged for 

cost saving. 

 

3. Operational Costs may include additional contracted services on the 

hotel site, including security, laundry, trash pickup, cleaning 

services and reimbursement for reasonable damages by household. 

 

4. Households must have access to help or assistance that is 

linguistically appropriate in case of an emergency. 

 

5. Providers are expected and encouraged to keep the duration of short-

term emergency housing for up to 30 days maximum. 

 

ii. Short-Term Housing Subsidies. Provides short-term housing subsidies 

based on each household’s needs, vulnerabilities such as lack of 

employment authorization card (EAD), verified disabilities, complex health 

conditions, or documented barriers to housing stability, and availability of 

resources. 

 

1. Households may receive up to six months of housing subsidies. 
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2. Households with verified income or employment may receive 

reduced assistance to ensure equitable distribution of resources. 

 

3. Short-term housing subsidies may only include rent, security 

deposit, first month, utility assistance, and reasonable application 

fee. 

 

4. All housing costs including rent, security deposits, and application 

fee must be reasonable and affordable for household. 

 

5. All financial assistance payments must be made to the third party 

(e.g., landlords) on behalf of the client. 

 

6. The Contractor shall issue monthly rental assistance payment on a 

month-to-month basis. The contractor shall not authorize advance 

payment for monthly rent except for the reasonable move-in 

expenses. 

 

7. The Contractor shall not authorize rental arrears, late fees, and other 

housing arrears under this contract unless approved by DSHS-

ORIA. 

 

8. The Contractor must track Household housing subsidies on a month-

by-month basis. 

 

9. The Contractor shall follow DSHS guidance for providing short-

term housing subsidies. 

 

4. Agency Responsibilities. The Agency shall: 

 

a. In accordance with RCW 43.43.830, each staff or volunteer who will have direct, 

one-on-one, unsupervised contact with WA MASS participants, including children 

under the age of eighteen (18) and/or vulnerable adults must complete a background 

check. 

 

b. Ensure all current employees, volunteers, and vendors who provide services or 

perform work pursuant to the Contract sign a DSHS 03-374D ESA Nondisclosure 

of Confidential Information Agreement – Non- Employee Electronic DSHS Forms 

| DSHS (wa.gov), giving staff permission to access confidential and personal 

information from DSHS as it relates to contracted services. Nondisclosure forms 

must be submitted to ORIA within 30 days of Contract execution for all individuals 

currently associated with the Contract, and within 30 days of new individuals who 

start within the contract period of performance.  

 

c. Ensure each Head of Household signs the DSHS Consent Form (DSHS 14-012). 

This form gives the Agency, the City, and DSHS permission to share personal 

https://app.leg.wa.gov/rcw/default.aspx?cite=43.43.830
https://www.dshs.wa.gov/sites/default/files/forms/word/03-374d.docx
https://www.dshs.wa.gov/sites/default/files/forms/word/03-374d.docx
https://www.dshs.wa.gov/office-of-the-secretary/forms?field_number_value=14-012&title=
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information as it relates to contracted services. The Agency shall print out the form 

in the applicable language and request the participant sign the form. It is available 

in multiple languages at Electronic DSHS Forms | DSHS (wa.gov) Form 14-012. If 

the required language is not listed, the Agency shall inform the City, which will 

then inform ORIA.  

 

i. Electronic signatures are only allowable when the requirements of 

Authenticating E-Signatures on Consent Forms (14-012) are met. 

  

d. Ensure all services are provided in the participant’s preferred language, and that all 

documentation a participant signs is either provided in the participant’s preferred 

language, or interpretation is provided. Use of interpretation is required when staff 

or volunteers do not speak the participant’s language. 

  

e. Comply with all WA MASS Data Sharing Agreements to ensure the safeguarding 

of all participant data. When emailing or sharing identifying information about a 

participant, the Agency must use secure or encrypted email or the MFT system for 

sharing documents. Identifying information includes but is not limited to: 

 

i. First name, last name 

 

ii. Date of Birth; 

 

iii. Initials; 

 

iv. Alien number; and, 

 

v. Social Security Number. 

 

f. Ensure that the key employees who provide services under this Contract participate 

in any program training as requested by DSHS, and in turn train all staff who 

provide services through the Contract. 

 

g. Consider the most effective and efficient way to serve participants. Many factors 

must be taken into consideration, as some participants will have very low digital 

literacy skills.  

 

h. Ensure there is consistent availability of services for the full term of the Contract 

by continually providing services even after meeting annual deliverables.  

 

i. The Agency shall identify and maintain resource list of available community 

resources that may benefit households with housing-related assistance, and shall 

provide information, referrals, and connections to such resources, as appropriate, 

to support household stability.  

 

https://www.dshs.wa.gov/office-of-the-secretary/forms?field_number_value=14-012&title=
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j. Immediately inform the City of any issues or problems when it appears it cannot 

provide a service(s) and/or when it cannot meet contract deliverables.  

 

k. Maintain an individual case file (physical or electronic) for each participant 

documenting each service provided or arranged. The City may randomly request 

case files and service documents during the contract period. The case file shall 

include, but not be limited to:  

 

i. Original Consent Form and Authorization to Release Information Forms 

signed by the participant and the Agency.  

 

ii. Legible copies (front and back) of immigration documentation which 

verifies immigration status and program eligibility. Additional 

identification documents, not required by the Contract, such as social 

security cards or driver’s licenses, shall not be maintained in a physical case 

file. Documents may include but are not limited to:  

 

1. DHS Notice to Appear Form I-862.  

 

2. DHS Form I-94 Arrival/Departure Record.  

 

3. DHS Form I-220A, Order of Release on Recognizance.  

 

4. DHS Form I-385, Booking Record.  

 

5. Any DHS documents provided at the port of entry confirming date 

of entry.  

 

6. Valid Passport with Entry Stamp from DHS showing date of entry.  

 

7. Any document from DHS or EOIR showing that the person is in 

removal proceedings.  

 

8. Other documents that support eligibility. 

  

9. Copies of any backup documentation required for Hub services or 

referrals to Spoke services.  

 

10. Documentation of information and referral services provided or 

performed.  

 

iii. Case notes and/or documentation confirming: 

1. The participant’s participation in Migrant Housing Services 

program activities and progress towards housing stability. 
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2. The participants’ ongoing barriers, strategies addressing barriers, 

and eligibility for continued housing support. 

 

3. Referrals and connections to other public and non-profit agencies 

for housing and other services. 

 

4. Requests or applications for benefits or other services, etc. 

 

iv. Copies of relevant and approved housing intake (s) for each household. 

Housing Intake form will be provided. 

 

v. English translations for any document in the case file that is in another 

language. 

 

l. Maintain a Caseload Report that lists all participants who received services and 

achieved the Performance Outcome Goals under this Contract. 

 

m. Have the following additional responsibilities for staffing and coordinating 

activities: 

 

i. Identify a single point of contact who will be responsible for managing and 

coordinating the performance of the Agency’s obligations under the 

contract. 

 

ii. Respond promptly and fully to all inquiries from the City and ORIA. 

 

iii. Designate one staff person to coordinate with ORIA, the Hub, Spoke 

Organizations, and other entities to ensure access to services and avoid 

duplicate efforts. 

 

iv. Work with the City, Hub, and ORIA to prioritize service delivery to 

participants of the WA MASS project. 

 

v. Ensure that all participants are connected to the Hub prior to enrolling in 

Spoke services. The Agency will follow ORIA provided guidance and 

instructions to ensure that all participants have completed the required 

eligibility determination and initial intake and prioritization prior to 

placement in any Spoke services. 

 

5. Services Provision: The Agency shall provide services throughout the duration of the 

contract. The Agency must report any changes and expected changes impacting 

performance and implementation of this contract to the City immediately. The Agency will 

be accountable for the performance and implementation of this contract if the Agency fails 

to report changes. 
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6. Collaboration and Coordination: The Agency is expected to collaborate and coordinate 

with the City, ORIA, WA MASS contracted organizations, and other community-based 

partners to support the overall success of the WA MASS project. This includes 

participating in one or more coalition work groups. 

 

7. Reporting. The Agency shall submit to the City the reports set forth below at the time 

assigned to each: 

 

a. A Monthly Caseload Report (MCR) with the names of new and existing 

participants receiving emergency housing services under this Agreement. A DSHS 

MCR template will be provided.  

 

b. A monthly invoice for services rendered. The Agency may use a standard template 

or request one to be generated by the City. 

 

c. Quarterly Narrative Report describing the services, the households serviced, and 

the benefits, challenges, and recommendations for the project. A DSHS Narrative 

Report template will be provided. 

 

d. A monthly standard system generated general ledger providing detailed and 

summarized information for allowable expenses outlined in the Contract and 

approved budget. The general ledger shall include agency name, the program name; 

Housing Services, performance period, cost objective codes, and transaction level 

details for all expenses. 

 

e. Payroll supporting documentation including staff timesheets and payroll reports 

showing payroll expenses. The City and/or DSHS ORIA may request other 

supporting documents as needed for all expenses charged to this Contract 

 

f. Monthly reports are due twenty (25) calendar days after the end of each billing 

period and the Quarterly Narrative Report is due twenty (25) calendar days after 

the end of each quarter. If the due date falls on a holiday or a weekend, the reports 

will be due on the first business day after the holiday or the weekend. 

 

8. Performance 

a. The City will evaluate the Agency’s performance via its review of monthly and 

quarterly reporting. 

 

b. Contract deliverables set for the Agency are on Exhibit B-Compensation. 

 

c. Monthly payments made for services based on the minimum number of participants 

provided each month as reported on the Monthly Caseload Report (MCR). 

 

d. The Agency must inform the City of any issues or problems when it appears that 

Contract Deliverables cannot be achieved. 

 



   

 

17 
 

9. Contract and Service Coordination: The City will work with the Agency to facilitate 

regularly scheduled monthly meetings. The core purpose of these meetings is to coordinate 

activities, monitor program progress and performance, plan future activities, problem-solve 

issues, and brainstorm solutions. The Agency specific obligations, responsibilities, roles, 

and deliverables in the WA MASS Project are set forth in the following Chart of Roles and 

Responsibilities (incorporated into this contract by reference) 

 

 

 

 

 

 

ROLES AND RESPONSIBILITIES 

 

 

Program Element 

 

 

The City of SeaTac 

 

Agency 

 

Roles and 

Responsibilities 

 

 

Manage communication with 

ORIA 

 

Execute and administer 

contracts with Agency and other 

project partners 

 

Monitor contract compliance 

 

Monthly ORIA reporting and 

invoicing 

 

Host WA MASS Project 

 

Provide WA MASS participants 

with emergency housing 

(including hotel/motels, and/or 

access to emergency shelter) for 

up to 30 days 

 

Participant data collection and 

management, and monthly 

reporting 

 

Develop and maintain 

relationships with emergency 

housing providers, such as local 

hoteliers. 

 

 

Planning and 

Coordination 

 

 

Monthly 

Convene monthly coordination 

and planning meetings with 

the Agency to: 

 

• Review program 

progress and 

performance generated 

from monthly reports 

 

Monthly 

Participate in monthly 

coordination and planning 

meetings with the City.  
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• Develop action plans 

with partners to improve 

program performance as 

needed  

 

Ongoing 

Meet with the Agency as 

needed to provide support and 

technical assistance as needed.  

 

 

 

 

 

Ongoing 

Maintain open communication 

with the City of SeaTac, raising 

any issues or concerns so they 

may be addressed with 

immediacy. 

 

 

Reporting 

 

Report project outcomes and 

progress to: DSHS ORIA, City 

of SeaTac City Manager’s 

Office, and other interested 

departments, agencies, or 

organizations 

 

Work closely with partners to 

review and maintain monthly 

and annual report dashboard 

 

                        

Report project outcomes and 

progress to the City of SeaTac 

monthly, and specific data as 

requested by the City or the 

funder, DSHS ORIA 

 

Data Management 

 

Aggregate and submit required 

data and reports to DSHS ORIA 

monthly, quarterly, and annually 

Submit required data and reports 

to the City of SeaTac. 

 

Review monthly reports for 

accuracy.  

 

Invoicing and  

Payments 

 

Collect, review, process, and 

approve monthly invoices and 

other required documentation.  

 

Submit monthly invoices for 

approved expenses with 

supporting documentation.  

 

1. Consequences for non-performance. The Agency acknowledges and agrees that the 

provision of services contemplated herein are critical to DSHS ORIA fulfilling its mission 

to render basic emergency housing services to migrants and asylum-seekers. As such: 

 

a. In the event the Agency fails to timely perform the work as set forth by Exhibit A 

Statement of Work, or provide a report as required by the Agreement. The City 

shall submit a written notification to the Agency describing in reasonable detail 

such failure to perform therewith. 

 

b. Upon receipt of the written notice, the Agency shall promptly correct the failure, 

but ensure the failure is corrected no later than thirty (30) days upon receipt of the 

written notice sent by the City. If the Agency is unable or fails to correct the 
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problem within the time allotted, the parties shall meet to discuss a resolution to the 

problem. 

 

c. If it is determined that the Agency cannot provide the service in question such that 

the failure to perform is deemed by the City to be a breach of the Agreement, the 

City may withhold completely, or at the City’s sole discretion, pay in partial the 

amount of any consideration due the Agency for the current billing period. 
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EXHIBIT B 

COMPENSATION 

 

1. The City will reimburse the Agency at rates specified in the attached Project Budget upon 

receipt of proper invoices, which shall include only those costs allowed under the funding 

source as follows:  

 

2. PAYMENTS: The City will pay the Agency for services rendered and expenses incurred 

based on direct reimbursement and performance-based outcomes. 

 

i. Direct Reimbursement: The Agency shall receive a maximum of $60,000.00 

for documented operational and implementation expenses under the following:  

1. The Agency shall receive cost-based reimbursement for expenses 

incurred during an invoicing month. Costs shall include payments for 

related operating expenses, such as staff time and additional contracted 

services on the hotel site, including security, laundry, trash pickup, and 

cleaning services. 

 

2. Monthly reimbursement is based on the number of eligible households 

served, plus performance-based payments for completing the minimum 

required deliverables indicated in the Quarterly Performance-Based 

Reports.   

 

3. All expenses must be based on the line items outlined in the WA MASS 

Project Annual Budget. 

 

4. Upon request by the City and/or ORIA, the Agency shall submit copies 

of all source documentation for expenditures claimed on invoices 

voucher submitted for payment, in the manner requested. 

 

5. Invoices, Contract Summary Reports, and other reports will be due 25 

days after the end of the billing period outlined below. 

 

 

BILLING CALENDAR 

Month of Invoice Invoice Due Date 

July 2026 August 25, 2026 

August 2026 September 25, 2026 

September 2026 October 25, 2026 

October 2026 November 25, 2026 

November 2026 December 25, 2026 

December 2027 January 25, 2027 

January 2027 February 25, 2027 
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February 2027 March 25, 2027 

March 2027 April 25, 2027 

April 2027 May 25, 2027 

May 2027 June 25, 2027 

June 2027 July 25, 2027 

Final Invoices July 25, 2027 

 

 

3. DELIVERABLES: The Agency is responsible for successfully completing all the services 

listed in Exhibit B Scope of Work and the items listed below. 

i. Accept referrals from the Hub and arrange temporary emergency housing 

placement within 24 hours. 

 

ii. Serve a minimum number of 3 households every month in short-term 

emergency housing services.  

 

iii. Ensure that 95% of participants receive a thorough and comprehensive 

housing agreement plan and orientation. 

 

iv. Participate in the development of Quarterly Narrative Reports documenting 

the successful completion of performance outcomes according to the schedule 

outlined in the table below. 

 

Quarterly Performance-Based Reports Report Due  

July-September 2026 October 25, 2026 

October - December 2026 January 25, 2027 

January - March 2027 April 25, 2027 

April - June 2027 July 30, 2027 

 

 

4. PERFORMANCE OUTCOMES: The Agency is responsible for ensuring that participants 

receive an intake, needs assessment, and referral plan to connect them to the resources and 

services they need, including those administered by Spoke organizations.  

 

  

Q1    

 

 

Q2 

 

Q3 

 

Q3 

 

Annual 

 

Number of unduplicated households served 
 

 

9 

 

9 

 

8 

 

8 

 

34 
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WA MASS PROJECT BUDGET 

 

AGENCY NAME Congolese Integration Network 

 

 

 

BUDGET LINE ITEMS 

 

 

SFY27 WA MASS FUNDS 

Operational Costs 

 

$60,000.00 

 

GRAND TOTAL 

 

$60,000.00 
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EXHIBIT C 

 

SCHEDULE: TIME FOR PERFORMANCE AND TERM OF CONTRACT 

 

1. TERM OF CONTRACT 

The term of this Contract (“Contract”) begins once all parties have signed and ends on June 30, 

2027, at the latest unless amended by written agreement or terminated earlier under the 

termination provision. 

 

2. TIME OF BEGINNING AND COMPLETION 

The Agency shall begin the work outlined in the “Scope of Work” (“Work”) upon receipt of 

written notice to proceed from the City. The City will acknowledge in writing when the Work is 

complete. Time limits established under this Contract shall not be extended because of delays for 

which the Agency is responsible but may be extended by the City, in writing, for the City’s 

convenience or conditions beyond the Agency’s control. 
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SERVICE CONTRACT BETWEEN 

THE CITY OF SEATAC AND HOMETOWNE STUDIOS FOR WA MASS 

EMERGENCY HOUSING 

 

THIS CONTRACT is made and entered into by and between the CITY OF SEATAC, a municipal 

corporation of the State of Washington, hereinafter referred to as the “City”, and CL OPCO LLC 

D.B.A HOMETOWNE STUDIOS SEATTLE-KENT, herein after referred to as the “Contractor”, 

effective when signed by all the Parties.  The Parties agree to the following terms and conditions: 

 

1. EMPLOYMENT.  The City hereby agrees to retain and employ the Contractor, as an 

independent contractor, and the Contractor hereby agrees to serve the City pursuant to this 

Contract. 

 

2. SCOPE OF SERVICES.  The Contractor shall be responsible for the Scope of Work 

described in Exhibit A to this Contract. 

 

3. TERM.  See Exhibit A. 

 

4. COMPENSATION.  The Contractor shall be paid only for services actually rendered. The 

not-to-exceed amount stated in this Agreement is subject to the funding limitations applicable to 

this Agreement and related agreements funded from the same grant source. The total combined 

compensation paid under this Agreement and related agreements funded by the same grant award 

shall not exceed $350,000.  See Exhibit A. 

 

5. PROFESSIONAL STANDARDS.  The Contractor shall be responsible for the level of 

competency presently maintained by other practicing professionals in the same type of work in 

this community. 

 

6. RESTRICTION AGAINST ASSIGNMENT.  The Contractor shall not assign this 

Contract, or any interest herein, nor any money due, or, to become due hereunder, without first 

obtaining the consent of the City.  The Contractor shall not subcontract part of the services to be 

performed under the terms of this Contract. 

 

7. CONTINUATION OF PERFORMANCE.  In the event that any dispute or conflict arises 

between the parties regarding the performance of the Contractor or this Contract while this 

Contract is in effect, the Contractor agrees that, notwithstanding such dispute or conflict, the 

Contractor shall continue to make a good faith effort to cooperate and continue work toward 

successful completion of assigned duties and responsibilities. 

 

8. TERMINATION OF CONTRACT.  Either the City or the Contractor may terminate the 

work in the event the other party fails to perform in accordance with the provisions of this Contract.  

Termination of this Contract is accomplished by either party giving the other party written notice 

of such termination, specifying the reason for the termination, the extent and effective date thereof, 

by not sooner than thirty (30) days from date of such notice, providing that the Contractor shall 

complete and be compensated for any duties previously assigned and accepted. 
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9. OWNERSHIP AND USE OF DOCUMENTS.  All documents, reports, memoranda, 

diagrams, sketches, plans, surveys, design calculations, working drawings and any other materials 

created or otherwise prepared by the Contractor as part of its performance of this Agreement 

(“Work Product”) shall be owned by and become the property of the City, and may be used by the 

City for any purpose beneficial to the City. 

 

10. PUBLIC RECORDS.  The Contractor acknowledges that the City is a public agency 

subject to the Public Records Act codified in Chapter 42.56 of the Revised Code of Washington 

and documents, notes, emails, and other records prepared or gathered by the Contractor in its 

performance of this Agreement may be subject to public review and disclosure, even if those 

records are not produced to or possessed by the City of SeaTac.  Contractor agrees to cooperate 

fully in satisfying the City’s duties and obligations under the Public Records Act. 

 

11. CONTRACT ADMINISTRATION.  Any written notices required by terms of this 

Contract shall be served or mailed as follows: 

 

CITY OF SEATAC: 

 

City of SeaTac 

Attn.: Miriam Maiteri 

Human Services Coordinator 

4800 S. 188th Street 

SeaTac, WA 98198 

Telephone: (206) 795-0888 

Email: mmaiteri@seatacwa.gov 

 

CC: Erin Bryant-Thomas 

       ethomas@seatac.wa.gov  

 

CONTRACTOR: 

 

HomeTowne Studios Seattle-Kent 

Attn.: Christle Hammer 

Area Sales Manager 

25104 Pacific Hwy S 

Kent, WA 98032 

Telephone: (623) 272-1581 

Email: christle.hammer@whg.com 

 

CC: Robert Moore 

        i1048@hometownestudios.com 

 

12. VENUE AND DISPUTE RESOLUTION.  This Contract shall be construed in 

accordance with the laws of the State of Washington.  It is agreed that King County, Washington 

shall be the venue for any arbitration or lawsuit arising out of this Contract. 

 

13. INDEMNIFICATION.  Contractor shall defend, indemnify and hold harmless the City, 

its officials, officers, directors, employees, volunteers and agents from any and all claims, injuries, 

damages, losses or suits, including all legal costs and attorney’s fees, arising out of or in connection 

with the Contractor’s performance of this Agreement, except for injuries and damages caused by 

the City’s sole negligence. 

 

14. INSURANCE.  The Contractor shall procure and maintain insurance for the duration of 

this Agreement.  Any Commercial General Liability and Automobile Liability insurance policies 

obtained shall be underwritten by insurance companies which have an A.M. Best’s rating of A X 

or better, licensed to do business in the State of Washington.  Any insurance, self-insurance, or 

self-insured pool coverage maintained by the City shall be in excess of the Contractor’s insurance 

policies and shall not contribute with it. 
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The minimum insurance types and limits are as follows: 

 

COMMERCIAL GENERAL LIABILITY-Comprehensive Form 

$1,000,000 per occurrence liability/$2,000,000 annual aggregate, coverage to 

include Premise and Operations Liability 

Blanket Contractual 

OCP for Subcontractors Liability 

Product and Completed Operations Liability 

Stop Gap Liability - $1,000,000/$1,000,000/$1,000,000 

 

AUTOMOBILE LIABILITY 

$1,000,000 per accident bodily injury and property damage liability, including 

any owned, hired or non-owned automobile 

 

ERRORS AND OMISSIONS 

$1,000,000 per occurrence liability 

 

PROFESSIONAL LIABILITY, ERRORS & OMISSIONS 

$1,000,000 per occurrence, and in the aggregate 

 

WORKER’S COMPENSATION 

Employees of Consultant and subcontractors are to be insured under 

Washington State Industrial Insurance. 

 

The above policy limits may be obtained through the use of excess liability (umbrella) 

insurance.  Consultant must obtain a Certificate of Insurance that complies with the 

requirements above, which must be approved by the City’s Risk Management division. 

 

Failure of the Contractor to fully comply with the requirements regarding insurance will 

be considered a material breach of contract and shall be cause for immediate termination 

of this Agreement. 

 

15. MERGER AND AMENDMENT.  This Contract and the exhibits, incorporated herein by 

reference, contain the entire understanding of the Parties with respect to the matters set forth herein 

and any prior or contemporaneous understandings are merged herein.  This Contract shall not be 

modified except by written instrument executed by all Parties hereto. 
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IN WITNESS WHEREOF, the Parties hereto have executed this Contract. 

 

 

CITY OF SEATAC: 

 

 

 

By:    

Name: Jonathan Young 

Title:    City Manager  

Date:      
 

Department Head Initials: 

 

_____________ 

 

HOMWTOWNE STUDIOS SEATTLE-

KENT: 

 

 

By:    

Name:      

Title:     

Date:      

 

APPROVED AS TO FORM: 

 

 

 

By:      

Name:      

Title:      
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Exhibit A 

MOU 

 

   

Memorandum of Understanding  

This Memorandum of Understanding is between the City of SeaTac, the Congolese Integration 

Network, and HomeTowne Studios-Seattle- Kent: 25104 Pacific Highway, Kent, WA 98032.  

This agreement will commence on August 17, 2026, and remain in effect for 12 months or until 

terminated by either party.   

Description: HomeTowne Studios will collaborate with the City of SeaTac/ Congolese 

Integration Network to provide clean, safe temporary housing for clients of the City of SeaTac.   

Mission: Our mission is to assist with the lodging needs of the participants of the WA MASS 

Project who are being served by the City of SeaTac and the Congolese Integration Network. The 

responsibilities of each of the parties are as follows:  

 

  Congolese Integration Network agrees to the following:   

 

• Monitor the living environment of the tenant. Guests agree to keep their room clean and 

free of trash and clutter. 

• Conduct weekly inspections of guest rooms with a team member of HomeTowne 

Studios- Kent.  

• Address the guest and notify hotel representatives regarding maintenance requests, 

concerns, and follow-ups.   

• Agrees to provide guest names for all occupants at the time of the reservation.  

• On site case management to support the guests and to work with the staff as any issues 

arise on a weekly basis or more as needed.  
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The City of SeaTac agrees to the following:   

 

• Pay the per month invoice and agreed upon fees for housing guests.   

• Singles- $57 a night plus tax if applicable.  

• Doubles- $67 a night plus tax if applicable.  

• $300 1-time, non- refundable deposit per room. Any damages that exceed the $300 

deposit will be the responsibility of the City of SeaTac and Congolese Integration 

Network and will be invoiced for reimbursement. 

• Reimbursement for emergency hotel stays over the course of the term of this MOU shall 

not exceed $350,000.00 for all emergency housing providers.  

 

Guest Check Out:   

• The City of SeaTac and Congolese Integration Network agree to exit all guests of the 

City of SeaTac and Congolese Integration Network on date of departure or at the request 

of HomeTowne Studios management due to the breaking of rules and/or policies. Any 

cost accrued for evictions if applicable will be the sole responsibility of guests of the 

City of SeaTac and Congolese Integration Network and not the responsibility of 

HomeTowne Studios- Seattle- Kent.  

• The City of SeaTac and Congolese Integration Network will notify the hotel with a 48-

hour notice for guests departing the property early. Keys need to be returned to the front 

desk upon departure.  

  

HomeTowne Studios agrees to:  

• Provide adequate living environment for tenants, including Bi-Weekly housekeeping.  

• Provide an invoice with an explanation of charges by the 25th of each month following 

the month of service. 

• Complete maintenance requests upon receipt.  

  

Play Area:   

• There will be no play area set up at the HomeTowne Studios- Kent location for the 2027 

fiscal year. Please direct the families to the local parks.  
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HomeTowne Studios Representative:  

Name: _____________________ 

Signature: __________________ 

Title: ______________________ 

Date: ______________________   

  

City of SeaTac Representative:  

Name: _____________________                                                   

Signature: __________________ 

Title: ______________________ 

Date: ______________________ 

 

Congolese Integration Network Representative:  

Name: _______________________ 

Signature: ____________________ 

Title: ________________________ 

Date: ________________________ 

 

 



Service Contract 

Page - 1 

SERVICE CONTRACT BETWEEN 

THE CITY OF SEATAC AND LARKSPUR LANDING RENTON FOR WA MASS 

EMERGENCY HOUSING 

 

THIS CONTRACT is made and entered into by and between the CITY OF SEATAC, a municipal 

corporation of the State of Washington, hereinafter referred to as the “City”, and LARKSPUR 

LANDING RENTON, herein after referred to as the “Contractor”, effective when signed by all 

the Parties.  The Parties agree to the following terms and conditions: 

 

1. EMPLOYMENT.  The City hereby agrees to retain and employ the Contractor, as an 

independent contractor, and the Contractor hereby agrees to serve the City pursuant to this 

Contract. 

 

2. SCOPE OF SERVICES.  The Contractor shall be responsible for the Scope of Work 

described in Exhibit A to this Contract. 

 

3. TERM.  See Exhibit A. 

 

4. COMPENSATION.  The Contractor shall be paid only for services actually rendered.  

The City shall pay the Contractor compensation not to exceed the amount of $350,000.00 for all 

emergency housing providers.  See Exhibit A. 

 

5. PROFESSIONAL STANDARDS.  The Contractor shall be responsible for the level of 

competency presently maintained by other practicing professionals in the same type of work in 

this community. 

 

6. RESTRICTION AGAINST ASSIGNMENT.  The Contractor shall not assign this 

Contract, or any interest herein, nor any money due, or, to become due hereunder, without first 

obtaining the consent of the City.  The Contractor shall not subcontract part of the services to be 

performed under the terms of this Contract. 

 

7. CONTINUATION OF PERFORMANCE.  In the event that any dispute or conflict arises 

between the parties regarding the performance of the Contractor or this Contract while this 

Contract is in effect, the Contractor agrees that, notwithstanding such dispute or conflict, the 

Contractor shall continue to make a good faith effort to cooperate and continue work toward 

successful completion of assigned duties and responsibilities. 

 

8. TERMINATION OF CONTRACT.  Either the City or the Contractor may terminate the 

work in the event the other party fails to perform in accordance with the provisions of this Contract.  

Termination of this Contract is accomplished by either party giving the other party written notice 

of such termination, specifying the reason for the termination, the extent and effective date thereof, 

by not sooner than thirty (30) days from date of such notice, providing that the Contractor shall 

complete and be compensated for any duties previously assigned and accepted. 

 

9. OWNERSHIP AND USE OF DOCUMENTS.  All documents, reports, memoranda, 

diagrams, sketches, plans, surveys, design calculations, working drawings and any other materials 
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created or otherwise prepared by the Contractor as part of its performance of this Agreement 

(“Work Product”) shall be owned by and become the property of the City, and may be used by the 

City for any purpose beneficial to the City. 

 

10. PUBLIC RECORDS.  The Contractor acknowledges that the City is a public agency 

subject to the Public Records Act codified in Chapter 42.56 of the Revised Code of Washington 

and documents, notes, emails, and other records prepared or gathered by the Contractor in its 

performance of this Agreement may be subject to public review and disclosure, even if those 

records are not produced to or possessed by the City of SeaTac.  Contractor agrees to cooperate 

fully in satisfying the City’s duties and obligations under the Public Records Act. 

 

11. CONTRACT ADMINISTRATION.  Any written notices required by terms of this 

Contract shall be served or mailed as follows: 

 

CITY OF SEATAC: 

 

City of SeaTac 

Attn.: Miriam Maiteri 

Human Services Coordinator 

4800 S. 188th Street 

SeaTac, WA 98198 

Telephone: (206) 795-0888 

Email: mmaiteri@seatacwa.gov 

 

CC: Erin Bryant-Thomas 

       ethomas@seatac.wa.gov  

 

CONTRACTOR: 

 

Larkspur Landing Renton 

Attn.: Thomas Hughes 

General Manager 

1701 E Valley Road 

Renton, WA 98057 

Telephone: (425) 235-1212  

Email: thughes@larkspurhotels.com 

 

CC: Parrie Bunnell 

        pbunell@larkspurhotels.com 

 

CC: Jean Harrington 

        jharrington@larkspurhotels.com 

 

  

 

12. VENUE AND DISPUTE RESOLUTION.  This Contract shall be construed in 

accordance with the laws of the State of Washington.  It is agreed that King County, Washington 

shall be the venue for any arbitration or lawsuit arising out of this Contract. 

 

13. INDEMNIFICATION.  Contractor shall defend, indemnify and hold harmless the City, 

its officials, officers, directors, employees, volunteers and agents from any and all claims, injuries, 

damages, losses or suits, including all legal costs and attorney’s fees, arising out of or in connection 

with the Contractor’s performance of this Agreement, except for injuries and damages caused by 

the City’s sole negligence. 

 

14. INSURANCE.  The Contractor shall procure and maintain insurance for the duration of 

this Agreement.  Any Commercial General Liability and Automobile Liability insurance policies 

obtained shall be underwritten by insurance companies which have an A.M. Best’s rating of A X 

or better, licensed to do business in the State of Washington.  Any insurance, self-insurance, or 
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self-insured pool coverage maintained by the City shall be in excess of the Contractor’s insurance 

policies and shall not contribute with it. 

 

 

The minimum insurance types and limits are as follows: 

 

COMMERCIAL GENERAL LIABILITY-Comprehensive Form 

$1,000,000 per occurrence liability/$2,000,000 annual aggregate, coverage to 

include Premise and Operations Liability 

Blanket Contractual 

OCP for Subcontractors Liability 

Product and Completed Operations Liability 

Stop Gap Liability - $1,000,000/$1,000,000/$1,000,000 

 

AUTOMOBILE LIABILITY 

$1,000,000 per accident bodily injury and property damage liability, including 

any owned, hired or non-owned automobile 

 

ERRORS AND OMISSIONS 

$1,000,000 per occurrence liability 

 

PROFESSIONAL LIABILITY, ERRORS & OMISSIONS 

$1,000,000 per occurrence, and in the aggregate 

 

WORKER’S COMPENSATION 

Employees of Consultant and subcontractors are to be insured under 

Washington State Industrial Insurance. 

 

The above policy limits may be obtained through the use of excess liability (umbrella) 

insurance.  Consultant must obtain a Certificate of Insurance that complies with the 

requirements above, which must be approved by the City’s Risk Management division. 

 

Failure of the Contractor to fully comply with the requirements regarding insurance will 

be considered a material breach of contract and shall be cause for immediate termination 

of this Agreement. 

 

15. MERGER AND AMENDMENT.  This Contract and the exhibits, incorporated herein by 

reference, contain the entire understanding of the Parties with respect to the matters set forth herein 

and any prior or contemporaneous understandings are merged herein.  This Contract shall not be 

modified except by written instrument executed by all Parties hereto. 

 

IN WITNESS WHEREOF, the Parties hereto have executed this Contract. 

 

CITY OF SEATAC: 

 

 

LARKSPUR LANDING RENTON: 
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By:    

Name: Jonathan Young_________________                                   

Title:    City Manager  

Date:      
 

Department Head Initials: 

 

_____________ 

 

By:    

Name:   Thomas Hughes   

Title:   General Manager  

Date:      

 

APPROVED AS TO FORM: 

 

 

 

By:      

Name:      

Title:      
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Exhibit A 

 

Memorandum of Understanding  

This Memorandum of Understanding is between the City of SeaTac, the Congolese Integration 

Network, and Larkspur Landing Renton: 1701 E Valley Road, Renton, WA 98057  

This agreement will commence on August 17, 2026, and remain in effect for 12 months or until 

terminated by either party.   

Description: Larkspur Landing Renton will collaborate with the City of SeaTac and the 

Congolese Integration Network to provide clean, safe temporary housing for City of SeaTac 

clients.   

 

Congolese Integration Network agrees to the following:   

• Monitor the living environment of the tenant. Guests agree to keep their room clean and 

free of trash and clutter. 

• Conduct weekly inspections of guest rooms. 

• Address the guest and notify hotel representatives regarding maintenance requests, 

concerns, and follow-ups. 

• Provide guest names for all occupants at the time of guest check-in 

• On site case management to support the guests and to work with the staff as any issues 

arise on a weekly basis or more as needed.  

 

The City of SeaTac agrees to the following:   

• Pay the per month invoice and agreed upon fees for housing guests.   

• Rates: 

o $89 a night plus tax if applicable during peak season (July – August 2026)  

o $79 a night plus tax if applicable (September 2026 – December 2026) 

o $84 a night plus tax if applicable (January 2027 – May 2027) 

o $89 a night plus tax if applicable (June 2027) 

• Reimbursement for emergency hotel stays over the course of the term of this MOU shall 

not exceed $350,000.00 for all emergency housing providers.  

 

Guest Check Out:   

• The City of SeaTac and Congolese Integration Network agree to exit all guests of the 

City of SeaTac and Congolese Integration Network on date of departure or at the request 

of management due to the breaking of rules and/or policies.  
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• The Congolese Integration Network will notify the hotel with a 48-hour notice for guests 

departing the property early. Keys need to be returned to the front desk upon departure.  

  

Larkspur Landing Renton agrees to:  

• Provide an adequate living environment for tenants, including weekly housekeeping.  

• Provide an invoice with an explanation of charges by the 20th of each month following 

the month of service.  

• Complete maintenance requests upon receipt.  

  

Larkspur Landing Renton Representative:  

Name: _____________________ 

Signature: __________________ 

Title: ______________________ 

Date:  _____________________ 

  

City of SeaTac Representative:  

Name: _____________________                                                   

Signature: __________________ 

Title: ______________________ 

Date: ______________________ 

 

Congolese Integration Network Representative:  

Name: _______________________ 

Signature: ____________________ 

Title: ________________________ 

Date: ________________________ 
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