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Washington State Department of <Insert Purchaser name>
ITPS Second-Tier Contract (Purchaser Order Document)

	Contract Number
	<insert your contract number>

	Contractor
	<insert Contractor’s company name>

	Purchaser’s Solicitation No.
	<insert your Solicitation number>

	Contractor’s Proposal Dated
	<insert the date of the Contractor’s proposal>

	Contractor’s DES ITPS Master Contract No.
	<insert the Contractor’s ITPS Master Contract number>

	ITPS Category:
<check box that applies>
	[bookmark: Check1]|_| 04113 - IT Funding and Financial Analysis
|_| 05613 - IT Business Analysis
|_| 05813 - COOP & Disaster Recovery
|_| 3. External IT QA and IV&V
|_| 4. IT Project Management
|_| 5. Technology Architecture Planning & Dev.
|_| 6. Security Analysis
|_| 7. Enterprise Content Management
|_| 9. Systems Analysis
|_| 10. Network & System Administration
|_| 11. Software Quality Assurance & Testing
|_| 12. Desktop Applications Development & Training
|_| 13. Geographic Information Systems Application Dev.
|_| 14. Workstation Installation & Support
|_| 15. Client Server, Web & N-Tier Application Dev.
|_| 16. General Mainframe Development
[bookmark: _GoBack]|_| 17. General DB Administrator / DB Dev. / Data Analyst



<Agency Logo>
<insert agency logo>
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1 [bookmark: _Toc381948000]PARTIES
This ITPS Second-Tier Contract (Contract) is entered into by the Washington state <insert Purchaser> (Purchaser) located at <insert Purchaser’s address>, and <insert Contractor’s name> a <insert Contractor’s legal status> licensed to conduct business in the state of Washington, located at <Contractor’s address> (Contractor), together, the “Parties”.
2 [bookmark: _Toc381948001]PURPOSE
The purpose of this Contract is for the Contractor to provide Purchaser with <describe services>.
3 [bookmark: _Toc381948002]WORK PERIOD OF PERFORMANCE
	From
	To

	[mm/dd/yyyy]
	[mm/dd/yyyy]


This Contract may be extended by <insert number> additional <insert year/month> period(s) or otherwise amended at the sole discretion of the Purchaser by written agreement between the parties hereto.
4 [bookmark: _Toc381948003]COMPENSATION
Hourly compensation example:
Payment is approved once Purchaser has reviewed and verified that the Contractor has performed work as detailed herein. A detailed timesheet showing all work performed broken down to the quarter hour must be maintained by the Contractor. Invoices will be based on hours worked which will be accurately reflected in corresponding timesheets for each pay period. Detail must show a direct correlation to the work listed in the Solicitation and this Contract.
	Hourly Compensation Table

	Name
	Estimated
Performance Period
	Estimated Hours
	Hourly Rate
	Extended Cost

	
	From
	To
	
	
	

	1. [Name]
	[mm/dd/yyyy]
	[mm/dd/yyyy]
	
	
	

	2. [Name]
	[mm/dd/yyyy]
	[mm/dd/yyyy]
	
	
	

	3. [Name]
	[mm/dd/yyyy]
	[mm/dd/yyyy]
	
	
	

	4. [Name]
	[mm/dd/yyyy]
	[mm/dd/yyyy]
	
	
	

	Maximum Compensation for This Contract
	


The dollar amount may be increased. In the event additional funds become available, any Second-Tier Contract awarded may be renegotiated to provide for additional services subject to continued satisfactory completion of work as specified herein. Prior to commencing any work that exceeds the work contract specification, written approval from the Purchaser must be received.
Deliverable compensation example:
Compensation for work associated with this Contract will be based on completion of the deliverables described herein. Milestone payments will be due upon submittal, approval, and acceptance by Purchaser. Invoices must be prepared in accordance with the billing procedures described herein, and presented to the Purchaser for acceptance, based on completion and approval of the deliverable.
	Milestone Compensation Table

	Deliverable
	Due Date
	Milestone Payment

	1. [Deliverable Title]
	[mm/dd/yyyy]
	

	1. [Deliverable Title]
	[mm/dd/yyyy]
	

	1. [Deliverable Title]
	[mm/dd/yyyy]
	

	1. [Deliverable Title]
	[mm/dd/yyyy]
	

	Maximum Compensation for This Contract
	


This Contract may be renegotiated to provide for additional services subject to continued satisfactory completion of work as specified herein and written approval from the Purchaser.
5 [bookmark: _Toc381948004]STATEMENT OF WORK
5.1 [bookmark: _Toc381948005]Scope of Work
Hourly compensation example:
The Contractor shall furnish staff at the hourly rate(s) as detailed herein and:
· Provide status reporting as directed by the Purchaser to include the status of all assigned tasks (percent complete, hours worked / hours remaining, issues and concerns).  Each assigned task is to be related to a specific service request, problem call, or work assigned by the Purchaser.
· Share knowledge and requirements with Purchaser’s employees working on the same core team and, if requested, recommend resources for Purchaser’s employees to use to enhance their knowledge.
Deliverable compensation example:
The Contractor shall ensure the completion of the IT Professional Services work described by the deliverables (below), including but not limited to:
Brief descriptions of the goods, services and/or other required reports are defined below.  The Contractor will conduct the work under Purchaser leadership.  Since the Contractor will control the manner and means of conducting the work, the descriptions are not intended to completely describe all work required to complete the deliverables.  Purchaser strongly desires that all work be completed as early as possible.  Contractor is encouraged to submit an alternate plan and include rationale.
5.1.1 Deliverable No. 1 – [Title]
	Start Date
	End Date

	[mm/dd/yyyy]
	[mm/dd/yyyy]


Summary:
Following initial discussion with Purchaser’s Project team on the progress, direction, and needs, the Contractor will develop a summary level description of the Contractor’s approach and a detailed work plan. 
The work plan will include at least the following: 
· Tasks
· Timeline, including Due Dates for all subsequent deliverables
· Resource assignments
· Risk mitigation plan
Work Plan Maintenance:
The Contractor will maintain the work plan on software such as Microsoft Project or Excel.  The format will allow a means of tracking any deviations from the planned timeline and adjusting the work plan to reflect those deviations.  The Contractor shall coordinate and advise staff and Purchaser as to the status of each task on an on-going basis.
5.1.2 Deliverable No. 2 – [Title]
Repeat above format….
5.2 [bookmark: _Toc381948006]Additional Requirements
Hourly compensation example:
The Contractor shall….
Deliverable compensation example:
Contractor shall submit a weekly report which clearly outlines progress for the prior week (i.e., process(s) evaluated, Contractor staff involvement, dates completed, etc.).  The report will include accomplishments, percent of completion, activities planned for the next period, issues, processes used to evaluate and quantify the progress, and other relevant information to assist in monitoring the work.  Reports should address barriers and summarize next steps.  Contractor will be available to meet with Purchaser as needed.
6 [bookmark: _Toc381948007]TERMS & CONDITIONS 
6.1 [bookmark: _Toc381948008]Changes
Any communications that either Contractor or Purchaser determine to address more than day-to-day concerns, but do not modify the terms of this Contract, shall be documented by a Memo of Understanding (MOU). Changes to the Contract, which extend the end date, increase the maximum compensation, or involve a change in the scope of work will require an Amendment to the Contract. Amendments must be in writing, and mutually signed by Purchaser and Contractor.
6.2 [bookmark: _Toc381948009]Billing Procedures 
6.2.1 Invoices
Purchaser will pay the Contractor within 30 calendar days of receipt of properly executed invoices. Invoices shall include such information as is necessary for Purchaser to determine the date and exact nature of all expenditures. Each invoice will clearly reference this Contract number and the dollar amount which the Contractor would pay to any subcontractors, if any, to accomplish the tasks and to produce the deliverables under this Contract. Invoices shall be submitted to Purchaser.
6.2.2 Payment
Payment shall be made after acceptance by Purchaser of the services described in the Statement of Work. No payment in advance or in anticipation of services or supplies under this Contract shall be made by Purchaser. Claims for payment submitted by the Contractor or costs due and payable under this Contract that were incurred prior to the expiration date shall be paid to the Contractor, if received by Purchaser within 90 days after the expiration date.
Payment will be considered timely if funds are postmarked or dated within 30 days of receipt of either of the following, whichever is later: Receipt of properly executed invoice vouchers; acceptance of deliverables by Purchaser; or statewide payee desk.
6.2.3 Statewide Payee Desk
In order to receive payment, Contractors must be registered with the Statewide Payee Desk maintained by DES for processing Contractor payments. Purchasers who are Washington state agencies cannot make payments to Contractor until Contractor is registered. Registration materials are available at: http://www.des.wa.gov/services/ContractingPurchasing/Business/VendorPay/Pages/default.aspx.
6.3 [bookmark: _Toc381948010]Workstation Fee 
The Contractor is assigned <insert number> workstation(s) and assessed a workstation fee of <insert monthly amount> per month for each workstation (“Workstation Fee”) as detailed herein.
6.3.1 Monthly Charge
If the Contractor is assigned a workstation, Purchaser will charge the Contractor a monthly Workstation Fee as detailed above to cover costs for each workstation assigned. This amount shall be invoiced by the Contractor on a monthly basis as a credit against charges invoiced to the Purchaser. If the Contractor has performed no billable work during a month, the Contractor shall pay the Workstation Fee, or with Purchaser’s approval, arrange for an alternate payment method.
6.3.2 First & Last Month Charge
Purchaser will prorate the workstation fee charged for the first and last month of use as follows: Workstation Fee multiplied by the number of days of use. The result of this will be divided by the number of days in the month; this will equal the prorated charge for that month.
6.3.3 Workstation Termination
Purchaser shall have the right to unilaterally terminate the Contractor’s workstation assignment anytime and with five working days advance written notice.
6.3.4 Multiple Contracts and/or Workstations
If the Contractor has more than one open contract and/or assigned workstations, the parties shall determine and document in Memos, to which contract(s) the Workstation Fee will be assigned. When a contract with a Workstation Fee is complete and the Contractor wishes to continue use of the workstation for another contract, the parties shall document in a Memo to which contract the Workstation Fee shall be invoiced.
6.3.5 Failure to Pay
If the Contractor fails to credit or pay a monthly Workstation Fee to Purchaser, the parties specifically agree that Purchaser shall have the right to deduct the Workstation Fee from the invoiced amount and authorize the corrected invoice for payment or take other action deemed appropriate.
6.4 [bookmark: _Toc381948011]Insurance
The Contractor shall provide insurance coverage as set forth in this section.  The intent of the required insurance is to protect the state should there be any claims, suits, actions, costs, damages or expenses arising from acts or omissions of the Contractor or Subcontractor, or agents of either, while performing under the terms of this Contract. The Contractor shall provide insurance coverage which the Contractor shall maintain in full force and effect during the term of this Contract as detailed herein.
6.4.1 Mandatory Coverage
Contractor shall provide a Commercial General Liability Insurance Policy, including contractual liability, in adequate quantity to protect against legal liability arising out of contract activity but no less than $1,000,000 per occurrence.  Additionally, the Contractor is responsible for ensuring that any Subcontractors provide adequate insurance coverage for the activities arising out of subcontracts.
6.4.2 Mandatory Proof of Insurance
The Contractor shall submit to Purchaser prior to the Contract’s effective date a certificate of insurance meeting the requirements above, naming the purchaser as the Certificate Holder, and specifying this Contract Number, and identifying the state of Washington, its agents and employees as additional insureds.  All policies shall be primary to any other valid and collectable insurance.  The Contractor shall instruct the insurers to give Purchaser 30 days advance notice of any insurance cancellation.
6.5 [bookmark: _Toc381948012]Safeguarding of Personal Information
6.5.1 Use
Contractor shall not use or disclose Personal Information in any manner that would constitute a violation of federal law or applicable provisions of Washington State law. Contractor agrees to comply with all federal and state laws and regulations, as currently enacted or revised, regarding data security and electronic data interchange of Personal Information.
Contractor shall ensure its directors, officers, employees, Subcontractors or agents use it solely for the purposes of accomplishing the services set forth in the Contract.
6.5.2 Protection
Contractor shall Protect Personal Information collected, used, or acquired in connection with the Contract, against unauthorized use, disclosure, modification or loss.
Contractor and its Subcontractors agree not to release, divulge, publish, transfer, sell or otherwise make it known to unauthorized persons without the express written consent of Purchaser or as otherwise authorized by law.
Contractor agrees to implement physical, electronic, and managerial policies, procedures, and safeguards to prevent unauthorized access, use, or disclosure.
Contractor shall make the Personal Information available to amend as directed by Purchaser and incorporate any amendments into all the copies maintained by the Contractor or its Subcontractors. Contractor shall certify its return or destruction upon expiration or termination of the Contract and the Contractor shall retain no copies. If Contractor and Purchaser mutually determine that return or destruction is not feasible, the Contractor shall not use the Personal Information in a manner other than those permitted or authorized by state and federal laws.
6.5.3 Salting
Purchaser reserves the right to monitor, audit, or investigate the use of personal information collected, used or acquired by the Contractor through the Contract. The monitoring, auditing, or investigating may include, but is not limited to, “salting” by Purchaser. Salting is the act of introducing data containing unique but false information that can be used later to identify inappropriate disclosure of data.
6.5.4 Unauthorized Access, Use or Disclosure
Contractor shall notify Purchaser in writing immediately upon becoming aware of any unauthorized access, use or disclosure. Contractor shall take necessary steps to mitigate the harmful effects of such use or disclosure. Contractor is financially responsible for notification of any unauthorized access, use or disclosure. The details of the notification must be approved by Purchaser. Contractor agrees to indemnify and hold harmless Purchaser for any damages related to unauthorized use or disclosure by Contractor, its officers, directors, employees, subcontractors or agents.
Any breach of this clause may result in termination of the Contract and the demand for return of all Personal Information.
6.6 [bookmark: _Toc381948013]Subcontracts
With Purchaser’s written consent, the Contractor may enter into subcontracts for any of the work or services contemplated under this Contract.  Consent shall not be unreasonably withheld.  This clause does not include contracts of employment between the Contractor and personnel assigned to work under the Contract.  The Contractor is responsible for ensuring that all terms, conditions, assurances and certifications set forth in this Contract are carried forward to any subcontracts.
6.7 [bookmark: _Toc381948014]Assignment of Contractor Staff 
The Contractor staff identified in the response to the Solicitation will work for at least the approximate number of hours described. Purchaser may at its sole discretion, without cause, and at any time during the term of the Contract, require immediate replacement of a Contractor’s staff member. Unless authorized in writing in advance by Purchaser, subcontracting or substituting proposed Contractor staff/employees with other staff/employees will not be allowed. The Contractor certifies that all activity pursuant to this Contract is in full compliance with RCW 42.52.080, Employment After Public Service.
Purchaser may assign other Contractors and/or Purchaser staff to work with the Contractor. The Contractor shall work collaboratively and share knowledge and expertise with Purchaser to ensure a successful and timely completion. Contractor shall not supervise Purchaser’s employees. The Statement of Work is not intended to completely describe all work the Contractor would need to complete the deliverables. The Contractor shall control the manner and means and otherwise do all things necessary for or incidental to the performance of work set forth in the Statement of Work.
6.8 [bookmark: _Toc381948015]Performance Measurement and Monitoring
Impacts and outcomes achieved as a result of the delivery of services may be measured and evaluated periodically by Purchaser. Purchaser may evaluate Contractor performance at Contract completion and at least once a year. An annual evaluation will be conducted during the sixty-day period following the Contract anniversary date, except Purchaser can establish a date which better accommodates Purchaser’s particular needs. The evaluation will cover the period ending with an established date. Purchaser may utilize the standardized form and/or supplement the process with special performance factors unique to the specific contractual needs. Each evaluation shall include an assessment of the Contractor’s efforts toward achieving Purchaser’s objectives. The evaluation is designed to aid Purchaser in referrals, clarify Contractor’s duties and Purchaser’s expectations, and inform Contractors of their performance strengths and weaknesses.  
6.9 [bookmark: _Toc381948016]Order of Precedence
The items listed below are incorporated by reference herein. In the event of an inconsistency in this Information Technology Professional Service (ITPS) Second-Tier Contract, or conflict with the Contractor’s ITPS Master Contract with the Department of Enterprise Services (DES), unless otherwise provided herein, the inconsistency shall be resolved by giving precedence in the following order:
1. Applicable federal and Washington state statutes and regulations
2. Terms & Conditions as contained in this ITPS Second-Tier Contract
3. Statement of Work of this ITPS Second-Tier Contract
4. Attachment A – Additional Data Handling Requirements, Attachment A1 – Certification of Data Disposition, Attachment A2 – Secure Access.
5. Purchaser’s ITPS Second-Tier Solicitation for this Contract (Purchaser’s Solicitation)
6. Contractor’s response to the Purchaser’s Solicitation (Contractor’s proposal)
7. Contractor’s DES ITPS Master Contract
8. Any other provisions of this Contract incorporated by reference or otherwise.
6.10 [bookmark: _Toc381948017]Certification Regarding Debarment, Suspension and Ineligibility
If federal funds are the basis for this Contract, the Contractor certifies that neither it nor its principals are presently debarred, declared ineligible, or voluntarily excluded from participation in transactions by any federal department or agency.
7 [bookmark: _Toc381948018]CONTACTS 
The following individuals are responsible for and shall be the contact person for all communications and billings regarding performance of this Contract.
	Contractor
	Purchaser

	Contact:
	
	Contact:
	

	Address:
	
	Address:
	

	Phone:
	
	Phone:
	

	Email:
	
	Email:
	




8 [bookmark: _Toc381948019]SIGNATURES
IN WITNESS WHEREOF, the parties have executed this ITPS Second-Tier Contract.
By signing below, the Purchaser and the Contractor acknowledge that this Contract is issued under the provisions of the Washington State Department of Enterprise Services (DES) Information Technology Professional Services Master Contract Program.  The services authorized are within the scope of services set forth in the Master Contract between DES and the Contractor.  All rights and obligations of the parties are subject to and governed by the Master Contract including any subsequent modifications incorporated herein. The persons signing below warrant that they have the authority to execute this Contract.

	Contractor
<Contractor’s Company Name>


	
	Accepted
<Purchaser>

	Signature
	Date
	
	Signature
	Date

	
	
	

	Print or Type Name
	
	Print or Type Name

	
	
	

	Title
	
	Title

	
	
	

	Email
	
	

	
	
	

	Federal Tax ID Number ((TIN)
	
	




[bookmark: _Toc381948020]ATTACHMENT A – ADDITIONAL DATA HANDLING REQUIREMENTS
This Attachment documents the data handling requirements for transferring, accessing and protecting Purchaser’s network and/or data shared under the terms of this Contract.
1. Description of Data
Access is granted to <provide business description of the data or resource> data owned by Purchaser.  In the execution of this Contract, data will be <describe business and technical processes that will be undertaken and are covered by these requirements> 
Data provided within the context of this Contract may be confidential, private and/or may contain sensitive details about <provide specific description(s) of confidentiality, privacy or sensitivity issues>.
2. Data Classification Declaration
<If specific protection measures are addressed in RCW, WAC, Agency Policy, Executive Order, decree, etc.; specify requirement regulatory items that are applicable>  (e.g. … is protected from disclosure under statewide regulation RCW 99.99.99.)
<Check the boxes that apply to the data element(s) in the data set(s) being shared according to the Purchaser’s data classifications standards>
☐ 	CONFIDENTIAL - A data classification for data that, due to its sensitive or private nature, requires limited and authorized access.  Its unauthorized access could adversely impact the agency legally, financially or damage its public integrity. 
☐ 	RESTRICTED CONFIDENTIAL - A data classification for the most sensitive medical and business data within the agency.  It is Confidential (as defined above); however, with a need for added protection.  Its unauthorized access would seriously and adversely impact the organization, its customers, employees or subcontractor(s).
3. Method of Data Access
<Check all boxes representing data access, data storage and data transfer scenarios that are applicable to this contract.>
The data shall be provided by the Purchaser in the following format:
☐	Floppy disk or CD-ROM
☐	Encrypted electronic-mail
☐	US or CMS mail
☐	Secure file transfer
☐	On-line application
☐	Network assessment
☐	Direct connection to the network <Describe>
☐	Other <Describe> 
4. Frequency of Data Exchange
☐	One time:  data shall be delivered by <insert date>
☐	Repetitive:  frequency or dates <insert frequency or dates>
☐	As available
5. AUTHORIZED ACCESS TO DATA
Access to the data is limited to Contractor staff and subcontractor(s) who are specifically authorized and who have a business need-to-know.  In accordance with the terms contained herein and prior to making the data available, the Contractor shall notify all staff and subcontractor(s) with access to the data of the use and disclosure requirements.
6. Use of Data
The data provided shall be used and/or accessed only for the limited purposes of carrying out activities pursuant to this Contract as described herein.  The data shall not be duplicated or re-disclosed without the prior written authority of Purchaser.  The Contractor shall not use the data for any purpose not specifically authorized under the terms of this Contract.  
7. Security of Data
The Contractor shall take due care to protect the data from unauthorized physical and electronic access, as described in this Contract, to ensure compliance with all appropriate federal laws and applicable provisions of Washington State law.
The handling requirements and protective measures for restricted confidential data while it is in motion and at rest are as follows:
A. General Access
Access is based on business need-to-know.  It is explicitly authorized by the Purchaser data owner to specific individuals.
B. Transmission of Data
1) Electronic file transfer - Secure file transfer (encrypted) required.
2) Transmission by mail - Traceable delivery required (e.g. messenger, federal or commercial courier, certified, return receipt mail).
3) Transmission by facsimile - prohibited 
C. Print
Store in a secured, lockable enclosure. 
D. Copying
Photocopying only with pre-authorized approval by Purchaser.  Photocopying minimized and only when necessary. Care must be taken to recover all originals and copies. Extra or spoiled copies must be disposed of properly (see Media Disposal below).
E. Media Disposal
1) Printed materials (reports and documents): Destruction is required (recycling is prohibited). Shredding or use of certified, marked and locked bins for shredding is appropriate.
2) Removable magnetic or optical storage media (tape, diskettes, CDs): Media must be destroyed or deposited in certified bins specifically designated for magnetic media or "cleaned" using a U.S. Department of Defense-standard data cleaning program, and then may be reused.
F. Physical Security of Data
Access to areas containing the data must be physically restricted. Data must be locked when left unattended. 
G. Electronic Data at Rest
The data may only be stored on a PC if Contractor can assure unauthorized access cannot take place, including but not limited to password protection when PC is left unattended. 
H. Authentication of User Identity
Authentication from inside a Purchaser facility for Contractor staff to access internal LAN and computer systems—requires user ID and password.  Authentication for Contractor staff from a location outside of a Purchaser facility—strong authentication (e.g., digital certificates, hardware, tokens, biometrics, etc.) is required.
I. Data Recovery
Loss of the data or equipment – Legal notification to Purchaser is required. 
J. Data Disposition (Media Disposal)
Upon completion of work, the data collected must be destroyed or returned to Purchaser.  Certification of Data Disposition form (Attachment F) is required.
K. Systems Management
Contractor shall ensure all systems, including portable systems are maintained with all best security practices including but not limited to up-to-date anti-virus protection, security patches, firewall(s), full disk encryption, etc.  
8. Termination of Access
Each party may at its discretion disqualify an individual authorized by the other party from gaining access to data.  Notice of termination of access will be by written notice and become effective upon receipt by the other party.  Termination of access of one individual by either party does not affect other individuals authorized under this Agreement.
.

[bookmark: _Toc381948021]ATTACHMENT A1 - CERTIFICATION OF DATA DISPOSITION

Date of Disposition <insert date>

Data disposition methods used upon expiration or termination of this Contract: (check all that apply).
☐	All copies of any data sets related to this Contract have been wiped from all data storage systems and media.
☐	All on-line access accounts related to this Contract have been deleted.
☐	All printed and hard copy materials and all non-wiped computer media containing any data related to this Contract have been destroyed.
☐	All copies of data sets related to this Contract that have not been disposed of in a manner described above, have been returned to Purchaser.
☐	All copies of any data sets related to this Contract shall be retained for the purposes stated herein for a period of time not to exceed <insert time period>, after which all data shall be destroyed or returned to Purchaser.

I hereby certify, by signature below, that the data disposition requirements as provided in this Contract have been fulfilled as indicated above.
<Contractor’s Company Name>
							
		(Signature)			(Date)
							
		(Print Name)
							
		(Title)


[bookmark: _Toc381948022]ATTACHMENT A2 - SECURE ACCESS

Related to Attachment A, Additional Data Handling Standards, Purchaser hereby allows Contractor staff and business partners secure access to the Department’s computing resources in order to provide the services under this Contract.
The following staff named below shall be granted access:
Contractor Staff Name:						Remote:  ☐ Yes	☐ No
Contractor Staff Supervisor:								
		Supervisor’s Name		Title	Company, if Subcontractor
Contractor Staff Name:						Remote:  ☐ Yes	☐ No
Contractor Staff Supervisor:								
		Supervisor’s Name		Title	Company, if Subcontractor
Contractor Staff Name:						Remote:  ☐ Yes	☐ No
Contractor Staff Supervisor:								
		Supervisor’s Name		Title	Company, if Subcontractor
Contractor Staff Name:						Remote:  ☐ Yes	☐ No
Contractor Staff Supervisor:								
		Supervisor’s Name		Title	Company, if Subcontractor
Contractor Staff Name:						Remote:  ☐ Yes	☐ No
Contractor Staff Supervisor:								
		Supervisor’s Name		Title	Company, if Subcontractor
Contractor Staff Name:						Remote:  ☐ Yes	☐ No
Contractor Staff Supervisor:								
		Supervisor’s Name		Title	Company, if Subcontractor

Any additional Authorized Contractor Staff shall be documented with a Memo of Understanding (MOU) that is numbered, signed and dated by both parties’ Contract Managers in advance of Purchaser providing access.  Similarly, termination of access for any previously authorized contractor staff shall be documented in a numbered signed and dated MOU.
	Washington State Department of <insert agency name>
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